
Recruitment 

Put the following list of recruitment tasks In the order you think they normally occur. 

a Check or write the job description. c Prepare a person specificati on . 

b Make a job offer. 

d Advertise the job. 

e Shortlist applicants from 
the first interviews. 

f Conduct second 
i nte rvi ews. 

g Carry out screening and interviews. h Select the most suitable candidate. 

I I After an emp loyee resigns, analyse the job and 
consider alternatives for hiring a replacement (e.g. 
internal staff versus the labour market). 

j Send feedback t o 
unsuccessful app licants. 

Compare your results with a colleague's or check the Answer key. 
In the above example an employee resigns. Can you think of other reasons to look for new staff? 
Which recruitment tasks above are you involved In? 

1 Job descriptions and person specifications are two important HR tools. 
What type of information do they Include? Sort the Items below Into the chart. 

skil ls-
previous experience 
reporting relationship (who person is 

res ponsible t o and for) 
job ti t le 
pract ica l requirements (shift work, travel, etc.) 

Job description 

location of workp lace 
skil ls and qualities needed for job 
main purpose of job 
qual ifications / t raini ng 
key d uti es / res p 0 nsib iI it ies 
personal sty le/ behaviour 

Person specification 

desirable sKilfs 

15 
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Recruitment 

Label the sections of the job description extract below with section headings from the box. 

Essential experience • Job title • Key duties/responsibilities • 
Main purpose of job • Reports to • Responsible for • Workplace location 

JOB DESCRIPTION 

Training Manager - U.K. 

General Manager, U.K. and NOllhern Eu rope 

_______________ 3 A small team of u.K. trainers 
2 administrators 

5 

6 

7 

1 secretary/ personal assistant 

To design, develop, and carry out genera l training 
programmes for U.K.-based personnel, with particular 
emphasis on IT <tnd sa les-relared train ing. To work closely 
with branch managers on implementing team-building 
training and monitoring effectiveness. 

To design and implement new training courses and record 
results and to identify future needs of the company. 

To prepare a staff training manual for use at all branch 
offices. 

To carry out an initial training audit and prepare a report 
on findings wilh on-going suggestions. 

To be responsible for the annua l U.K. training budger, to 
reron to the Board annually, and to work with in the 
agreed budgel. 

To visit all branch offices regu larly in order to train branch 
managers, review on-going tra ining, and assess customer 
service. 

To report weekJy to the General Manager, u.K. and 
Northern Europe. 

Training management and evaluation experience. 
Management and coordination of team of trainers. 
Budget management. 

Based in the job involves substa ntial travelling 
in Great Britain ,lnd 'orthern Ireland (e.g. 10 visit branch 
offices and carry out training programmes). 



3 True or false? Correct the false statements. 

1 The job is based in Northern Ireland and doesn't require much travelling. 
2 The training manager is responsible for three people. 
3 The job is for somebody with an extensive training background. 
4 The training manager reports directly to the Board of Directors. 
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5 The training manager is responsible for conducting an audit of training requirements and 
preparing a new training manual. 

USEFUL LANGUAGE 

The language of job descriptions 
Keep job descriptions simple so that they are easy for job applicants to 
understand. Avoid complicated phrases, company jargon, or abbreviations. 
Below are some useful verbs to use when explaining key responsibilities: 

to develop general training programmes 
to work closely with branch managers 
to implement new training courses 
to prepare a staff training manual 
to carry out an initial training audit 
to assess customer service 
to be responsible for the training budget 
to identify future needs 
to involve extensive travelling 

Other useful 'doing' verbs for job descriptions: 
to advise or to inform 
to maintain or to keep at the same level 
to monitor or to check 

Remember ... 
e people work for or at a company 

to plan or to organize 
to sup po rt or to assist 
to supply or to provide 

• they are responsible for other staff and for (doing) their work le they work in a department or team 

• they are responsible to or accountable to their boss/manager 

4 Choose the correct verbs to complete the sentences. 

1 The training manager reports to/manages/monitors the general manager. 
2 The suitable applicant must be able to develop/work/implement closely with branch offices and 

develop/introduce/support a good team spirit. 
3 We need to contribute/implement/train new training courses and identify/develop/manage 

needs for the future development of the staff. 
4 There is a certain amount of hands-on work which involves carrying out/ ensuring / contributing 

training courses for U.K.-based personnel. 
S First you need to maintain/prepare/operate a new staff training manual. 
6 U.K. branch offices need to be supported, so the job maintains/ensures/involves a lot of 

travelling. 
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5 Complete the gaps with verbs from the list to describe some of the competencies of a manager. 
Try to use each verb once. 

build • develop • ensure • identify • improve • motivate • react to 

A manager shou ld be able to: 

_______ _ 1 staff performance. 

___ _ _ _ _ _ 2 an effective team. 

_ _ _ _ _ _ __ 3 change. 

_ _ _ _ _ _ __ 4 staff. 

_ _ _ _ _ _ _ _ 5 creativity. 

_ _ _ ___ _ _ 6 problems. 

_____ _ _ _ 7 deadlines are met. 

6 Use some of the verbs covered in this unit so far to write a short job description of your own job. 
Then swap job descriptions with a partner and discuss any improvements that could be made. 

7 Now look at the person specification on the next page. I t is for the training manager's position 
descri bed on page 6. Work with a partner to decide where the section headings go. 

Additional information • Skills and qualities needed for job • Desirab le skills • 
Personal style/behaviour • Previous experience • Qualifications/trai ning 

8 Match these words and phrases from the person specification with their definitions. 

1 to work on your own in it iative 
4 leadership 6 to coordinate 

2 interpersonal skills 
5 sound knowledge 7 training audi t 

3 open lines of communicat ion 

a the ability to develop good relationships between yourself and others 
b to organ ize the different parts of an activity or the people invo lved so that everything works well 
c a careful examination to find out how much t raining is done and whether it is effective and 

necessary 
d creating and maintaining an atmosphere in which people communicate easily and effectively 
e to wo rk independently, without anyone telling you what to do 
f a good level of information about or understanding of someth ing 
g th e abili ty to head a group or company 



Person Specification 
Training Manager - U.K. 

1 

Educated to degree level or equivalent experience 
Institute of Training certificate 
Language skills in French and Gennan an advantage 

2 
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At least five years' experience in a leadership/managerial training role in an IT or 
a high-tech company 
Member of recognized training organization(s) 

3 

Applicants must be able to demonstrate success in the following areas: 
Managerial ability 
Team building and ability to motivate staff 
Creativity: 
a) to identify future training needs 
b) t o design materials and manuals 
c) t o design and carry out training programmes 
Preparation and implementation of training budgets and audits 
Monitor staff performance throughout the organization 
Maintain open lines of communication on all training issues with managers and 
Board 

4 

Sound IT experience and knowledge of all general software programs 
Customer care and quality management experience 

5 

Proven interpersonal skills 
Ability to communicate at all levels of the organization 
Active decision-maker able to work on own initiative 
Innovative 
Intercultural awareness and sensitivity 
Team worker 

6 

Must be mobile and able to travel on a weekly basis. 
This is a progressive role with opportunities for promotion in the U.S. or Europe. 
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AUDIO 

AUDIO 

2 

9 Now write a person specification for your own job and evaluate it with your colleagues. 

10 Listen to the conversation between Jackie Branigan, head of HR at the U.K. head office of a large 
European manufacturing company, and David Grundy, her recruitment officer. Tick the types of 
recruitment sources they mention. 

National newspapers 
Company intranet 
Local newspapers 
Word of mouth 

Recruitment agencies 
Trade magazines 
Internet 
International business magazines 

Listen again and decide whether the following statements about the conversation are true G2l 
orfalse Ci L 

1 Jackie is responsible for the recruitment of the personnel in Madrid. [ 
2 Francisco Menendez is general manager of the Madrid office. 
3 The personnel officer they are looking for must have 2-5 years' generalist HR experience. I 
4 Applicants shou ld have either a qualification in human resources management or a university 

degree. 
5 English is not important for the job. 
6 David is confident that they will have good applicants from inside the company. 
7 There are not many job advertisements in the Spanish HR paper. 
8 David is offering applicants interviews in the U.K. and in Madrid. 
9 They are looking for a personnel officer because of a recent merger. 
10 Jackie will conduct the interviews. 
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11 Match the words and phrases from the conversation with their meanings. 

a keep (sb) posted 
b disciplinary procedures 
c have a word about 
d merger 
e trade paper 
f cleared 
gin-house 
h intranet 

1 discuss something 
2 (have been) given official approval 
3 an organization's private computer network 
4 inside a company 
S when two companies become one 
6 newspaper or magazine for a specific profession 
7 keep somebody informed 
8 ways of warning employees that they are breaking the rules 

Now complete the sentences from the conversation with the words and phrases above. 

1 Can we just the search for the personnel officer ... 
2 ... the job description and person specification have been finalized and with 

Francisco Menendez ... 
3 ... firstly on our European _____ _ 
4 I don't think there's much chance of finding anybody or in the European offices. 
5 ... we took on a lot of employees with the in 2006. 

6 What about an ad in the Spanish ? 
7 Just (me), please. 
8 I have a meeting about in about five minutes. 

12 Word families: Complete the following sentences with words related to the key words-
employ and recruit. (You might need to add prefixes or suffixes and change the form.) 
Here's some help with employ to get you started. 

re ed 

self- ( emPlOY ) 
ee 

er 

un ment 

employ 
1 We are unable to use people who are sel[-employed 

unless they work for several different companies. 

2 There are more people on the job markets when 

levels of _________ _ are high. 

3 She told her _________ she was 

looking for another job. 

4 We engaged six new __________ in the 
last quarter. 

S We _ _________ her in the same position when she returned from maternity leave. 

recruit 
6 Last year we __________ two team leaders for our call centre. 

7 We've revised our overall procedures because of the new 

employment legislation. 



1.2 I UN IT 1 Recruitment 

13 Match the definitions (a-g) with the different 
sources of recruitment (1-7). Which sources 
does your company use to find new employees? 
Which sources do you think are most effective? 

1 word of mouth 
2 internal advertising 
3 media advertising 
4 advertising in trade press 
5 online recruitment 
6 recruitment agencies 
7 unsolicited applications 

a Internet recruitment sites for job seekers 
b magazines for specific professions 
c organizations that match jobs with peop le's experience 
d letters received from people looking for a job (but not 

responding to an advertisement) 
e advertising vacancies inside a company 
f advertising jobs in the local or national press 
g passing on information by networking or talking to people 

14 First study the Useful Language for exchanging Information. making suggestions. and agreeing 
and disagreeing. Then look at your profile in the Partner files and role-play the situation with 
your partner. 

USEFU L LANGUAGE 

Exchanging information 
Can we just have a word about ... ? 
I'd li ke to be up to date on what's 

happening. 
So where/what are you planning to ... ? 
Well, firstly I thought I would ... 
I'll look into it (though) . 

it Partner A File 01, p. 60 
Partner B File 01, p. 62 

Making suggestions 
I suggest we .. . 
In my opinion .. . 
What do you think about ... ? 
Actually, there is someone in 

the company who ... 
Well, we shou ld consider ... 

Agreeing and disagreeing l 
I agree./I disagree. 
I think so too. 
You have got a point (there). 
Yes, (that's a) good idea. 
(I'm) Not sure I agree with you 

there. 
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Read the article on the benefits of using recruitment advertising agencies and discuss the 
questions below. 

The benefits of using recruitment 
ad,rertising agencies 
Traditionally, recruitment advertising agencies are 
responsible for designing, writing, and placing job 
advertisements in the media. While this is still their main 
responsibility, they are now offering companies other 
services such as internal employee communication and 
the development of company literature, websites, and 
corporate identity (Cll in general. This change in focus 
reflects changes in the world of business. More and 
more companies now recognize the value of good 
employees and just how important it is to hold on to and 
attract skilled staff. Effective communication can help 
build bridges between the staff and the employer and 
provide both with an identity they can be proud of. 

[-jen) Me .iu SI some ol'llle bellrJil ci of llsing 
rel' rllifillcat adver fi s ing agellrics : 

• Agc ne ics iJave. thec:xpcnise lhn i 
do nOI n hvays Ila\'e in- hollse. 

110t on ly tlie ahilify to wrile 
and desigll aels bill a l 'o the kno\\'l edgt' or. 
and re in I ionships wit h, I he press a lid 
mcd ia. Agencies can ncgotiaj"t' Iwlll"!" 
prices a nd IGloW whid] type or Mlvcrt -
",h elli er iu a lIewspnpcr., 1 r;1clc magazi ur , 
or' on l i nc - call ITacit I he (,:lI1 11 idatt"s 
you n rc lookillg for, 

• .Mall)' lnrgel' agcJl(; ies operate in wide, 
even gJoLnl. Illarkrts alld represen f 
companies of d ifTe rCli1 across IIIaIlY 

OVER TO YOU 

di OJ'S or ill(i CH II 

l]('lp 1 h em und tTSIHmlll 
POSili o ll wifllin Ihe l'ccrllilllJcJlI 
IIlurkt'l place aut! 10 S(,(' a ll t'1I.1ployl'r·" 
grealesl s(' lIing poi.nts. 

• I)eve lo pi ll g 11 llew r('crll ilme lll ca llipa ip: 1l 
01' a ll('\\' ("orpon'll (, id e lll it y rt' fjuircs a lot 
of li me amllllonc)'. L sillg H n agency 1'0 

handle I his I'or YOII a !lows you 10 
COllce ll ira l r 0 11 rlll lllilig cOlllpnn y. 
By llIaking nllf' agellcv respollsihle. fo r a ll 

('{'crll i l merit' lIeed s , ca ll lIlakr 
slire your COl1lptillY "as a tonsj:;l elll 
message Hmlllili s a ltrar ls I he rig ht slu fr 
10 fit cUrp0 I"<.ll (' (:lI lllirc alld sha re 
YOlfr cOlllpallY" go<:,k 

Does your company use recruitment advertising agencies for designing and placing job advertise-
ments? What are the advantages and disadvantages in your field of busin ess? 
How does your company deal with corporate identity? Is th e same agency - or department in your 
company - responsible for both functions? 


