	IGCSE BUSINESS STUDIES



RECRUITMENT AND SELCTION PRACTICAL TASKS

You are employed by the Personnel Department of a chain of supermarkets.  A vacancy has arisen for the post of checkout operator and you have been given the task of filling the vacancy with an appropriate candidate.

Overleaf you will find a job description for the position.  Based on this information you will undertake the following tasks:

Lesson 1)
Prepare a person specification

Lesson 2)
Design an application form to send to applicants.

Lesson 3)
Design the job advertisement, which will be placed in the local newspaper.

You will then take the place of an applicant for the above position and will prepare your curriculum vitae in application for the job.

Lesson 4)
As the Personnel Officer you will review the CV’s sent to you and for a short list of candidates to interview.

Lesson 5)
You will then either

a)
Be interviewed for the position or

b)
Interview the short listed candidates.
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You will then be responsible for ensuring the first day at work for the candidate runs smoothly by preparing a 1-day induction program.

Job title: CHECK OUT OPERATIVE

Responsible to: Customer Services Manager 

Department: Customer Services

Main purpose of job: To perform duties related to the sale of goods at the check out area as required.

Duties include: 

· Communicate with customers 

· Inputing sales using EPOS 

· Handling payment from customers in the form of cash, cheques and credit cards 

· Packing shopping for customers 

· Keeping check out area clean and tidy 

· Assisting Customer Services Manager as necessary

Role

As a Check Out Operative for Quality Mart Supermarket you will be expected to act as part of the Customer Services Team and, as such, your role may occaisionally be alteres to help others complete their duties.  For instance, you may be allocated to another Check Out Operative to pack their cutomers shopping.

You will be required to use the laser scanning check out system and to undertake the necessary training to enable you to carry out your job effectively.

Salaries and benefits

This is a junior position within the firm and you starting salary is at Grade 1 on the Customer Service Scale.  At the time of writing this is £9,950 p.a.

Holiday entitlement is 20 days per annum rising by one day per year for each year employed to a maximum of 28 days.
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