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OBJECTIVE: H :

To ensure recruitment efforts are not duplicated within the hotel.
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To control the hiring procedure in terms of quantity, quality and costs
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APPLICATION: &/ A :

The General Manager must specify precisely who has authority to recruit for particularly positions in
their hotel using this policy as a guideline.
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All Department Heads should be made aware of the policy on appointment to avoid confusion later.
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The person with the authority to recruit must be satisfied that they have up to date information

concerning the ideal candidate and the job requirements. They should have a sense of empowerment

in terms of being able to challenge the validity of the vacancy, the person specification or the job

description content.
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Authority to recruit is normally activated on receipt of a completed approved Personnel Requisition
form (see appendix).
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STATEMENT OF POLICY
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1. General Managers and Hotel Managers: will be recruited and appointed directly by the Chief Executive
Officer of the company.
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2. Resident Managers / Executive Assistant Managers: before recruiting for this position, authority to recruit
must be specifically received from the Chief Executive Officer. General Managers will recruit in close
communication with the Area/Divisional Director/ Vice President if applicable. The appointment will be
subject to a final interview by the Chief Executive Officer.
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3. Controllers will be appointed by the Vice President of Finance, in communication with the General Manager
concerned.
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4. Category A and B Key Personnel: will be recruited and appointed by the General Manager in close

communication with Area/Divisional Director / Vice President and respective Area Specialists if applicable.
The company Chief Executive Officer will also be available for consultation and advice concerning these
important appointments if required.
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Category C Key Personnel: for Hotels over 200 rooms: will be recruited by the Personnel Manager in
conjunction with the respective Department Head and immediate manager. Requisition for Hotels fewer
than 200 rooms the final candidate(s) will also be interviewed by the General Manager.
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D, E, F,G, categories: (Skilled Personnel) will be recruited by the Personnel Manager, in conjunction with the
respective Department Head and immediate manager as appropriate. Requisition to be approved by the
Executive Assistant Manager in hotels over 200 rooms and in hotels under 200 rooms by the General
Manager.
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