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OBJECTIVE: H i:

e To ensure recruitment and selection is carried out efficiently and time and money is not wasted in the
process.
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e To ensure maximum opportunity is given to the employees of Bavaria Hotels International in the process.
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APPLICATION: v F :

The General Manager must ensure that all staff has a method of applying for vacancies within the same hotel.
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It is the responsibility of the Personnel Manager to use this policy as a guideline for considering sources relevant
to their operation and location in question.
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1.

STATEMENT OF POLICY

In line with its Equal Opportunities policy, Bavaria Hotels International supports the idea that positions on
becoming vacant must be immediately advertised internally.
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Internal candidates applying for a job must be interviewed and given as equal consideration as external
candidates. In the case where a more suitable candidate is found externally they (external candidate)
should receive preference over a less suitable internal candidate. In the case where external and internal
candidates are equally qualified preference must be given to the internal candidate.
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After internally advertising vacancies, the following order should be applied for sourcing candidates.
e Sourcing through own network or that of colleagues, this is particularly useful for Key Personnel
positions.
e Holding File of previously interviewed or regretted candidates
e Advertising.
e Local Recruitment Agencies
Group recruitment for pre-opening which involves trip abroad.
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4. Where Recruitment Agencies in Europe or Asia are used for Skilled Personnel vacancies, it is essential to

check and agree with the Agent prior to hiring how much that Agent will be charging candidates. It is
important it is a fair and reasonable charge, if in doubt double check with Head Office. This is to protect
potential employees from being exploited by Agencies.
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For Department Head positions, General Managers should first contact Head Office to determine if there
are any likely candidates in Bavaria Hotels International before sourcing outside candidates. As a last
resort Recruitment Agencies may be used via Head Office will approve the use of an Agency as well as
recommending which Agency to contact.

It is expressly against company policy that any officer of the company should accept money or gifts from
candidates in return for a job.
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