	IGCSE BUSINESS STUDIES
	
	



RECRUITMENT AND SELECTION

TEST

1)
Define the following terms:

Job Description


Person Specification


Job Analysis


Shortlisting


Longlisting


2) What is the purpose of an induction program?

3) Name 5 pieces of information that could be contained in a contract of employment.

4) Using the following information, construct a job advertisement that you think would attract the right people for the job.  You may invent a logo and any other information you think relevant.  Make the presentation GOOD!

Job title: Computer Programmer



Company: Microsurf

Salary: KD 10,000 p.a.

Skills required: Knowledge of 3 programming languages – one of which must be Java.  Experience of running own department an advantage.

Place of work: Could be based in the UK /Europe or Gulf States.

Contact:: Mr. B Gates, Microsurf Computing LTD, PO Box 6156, 32036 Hawalli, Kuwait.
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