Higher Administration 
Homework Solutions

Administrative Services – Outcome 3 – Set 1
2010 Q1a - 4 marks
Identify 2 examples of items that would be included in a person specification and justify the purpose of this document in the interview process.
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2012 CSQ3 - 6 marks
Discuss advantages and disadvantages of using an agency in the recruitment and selection process.
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2013 Q1c - 8 marks
Organisations interview applicants as part of the selection process.
Discuss additional methods of selection that may be used to help choose the best candidate.
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and justify the purpose of this document in the interview process.

One mark for each suggestion (2) and one mark for each justification (2).

Qualifications
o Experience

Essential Skills

Desirable Skills

Personal effectiveness attributes

Justifications:

Used to shortlist candidates for interview
Can be used to set up appropriate questions for use during the interview
Every candidate is measured against the same criteria

Helps to ensure you get the right person for the job

Notes

Award only one mark for justification for matching of skills/qualities
No mark for stating job tifle
Must be interview process therefore do not accept recruitment points
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selection process.

1o attempt at discussion then only 50% of the marks available.
Mustbe ateast one advantage and one disadvantage

Advantages

Likely o atiract a wider range of appiicants — leading fo a greater chance of getting the:
best person for the post.

‘An agency i ikely to be more effective due to having specialist knowledge and
‘experience - psychomesic testing

Expertise may not existin-house
‘Agencies tend to be more effcient i that vacancies can be filed more quickly.

Human Resource departments can focus on other activtis such as raining and staff
welfare.

‘Can downsize HRM department and make staff savings
Focus on core actvites

“The agency wil have a bank of otential candidates who they have previously used
Disadvantage

Using an Agency can be more expensive/may have to pay even ifa sutable applicant
s ot found

Lack ofintemal knowledge of the organisation may lead to inappropriate appointments.
being made

‘Selecton process can be subjective

Process may be impersonal and therefor the applicants wil not have a feelfor the
organisation which may be daunting fo them prior o staring work.

“Time — this can be accepted as an advantage or a disadvantage but needs to be
explained.
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‘Organisations interview applicants as part of the selection process.

Discuss additional methods of selection that may be used to help choose
the best candidate

“Candidates need fo discuss a minimum of 2 different methods.
Maximum 7 on any one method.

IFno sttempt at discussion then only 50% of the marks available. Ifno
discussion, please mark “No D'

“Tests (@0 mak Tor st g e ype of st~ must be oullned)

‘Employers often use selection teststo provide useful additional
information about the candidate.

‘Sill tests are used to ascertain existing skill evels and to find out if
the candidate has the ability to do the ob.

‘Personalify/Psychometric tests are used to explore a candidate’s
‘personality rats — obtain a profie of their personalty. Only properly
qualified staff should analyse personality tests to avoid misleading
resilts.

Aptitude tests are designed to measure an individual’ level of verbal,
‘mmerical and diagrammatic reasoning.

Medical tests are used by some professions to ensure candidates are
physically able to carry out the activites required in the post.

A problem associated with testing is that ests can make people feel
qite nervous and a5 result candidates may not perform well

Reference/Employment checks

‘These should confim that information already received form the
candidate 15 accurate

Assessment Centres
‘Some employers use assessment cenires to undertake the process of
nitial selection on their behalf. Assessment Cenfres narrow down the
‘potentia leet of candidates thus saving the organisafion time and money.
‘The Application Form/CV.

Information about the candidateis in standardised format.





image4.tmp
Tt enables candidates to give full mformation about themselves.

Organisation can match each completed applicafion form with the
‘person specification and job description fo ascertan the candidate’s
suitabilicy for the job.

Probationary period

Organisations employ new workers on a trial period - if successful, a
contract i issued.

Notes





