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OBJECTIVE: H i:

e To ensure the most suitable person is hired for the job.
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e To protect the image and reputation of the company in the employment market.
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APPLICATION: v F :

It is vital that the selection process is carried out professionally and consistently for jobs at all levels in our
organization — today’s applicant may be tomorrow’s guest.
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It is the overall responsibility of the General Manager and Personnel Manager to ensure all correspondence at
this stage of the recruitment process is of the highest standard.
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It is advisable that those involved in the selection process do receive training on interview skills. At a minimum
there should be reliable text books on interviewing techniques made available in the hotel.
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The Personnel Manager should ensure all standard letters are reviewed to reflect the criteria laid down in this
policy (see appendix for examples).

NER B2 B S R T AT (K AR HE A5 B EAT o A, DS IEIERAE (bR ORI ILFRED

STATEMENT OF POLICYI 5 7 Af

1. Itisthe company’s policy to treat all applicants with courtesy and respect.
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2. All solicited and unsolicited applications are to be acknowledged in writing within ten days and if
appropriate, good candidates not required are to be forwarded to sister Hotels for their consideration.
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3. Interview should be conducted by the person with the authority to select. The interview should not be
conducted without a completed application form or detailed C.V. either of which should be studied in

advance.
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4. All candidate information and their application should be kept confidential. It is against company policy
to approach a candidate’s current employer for a reference unless specifically approved by the candidate.
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An interview is a discussion which centers around a personal and confidential candidate information, it is
therefore not thought appropriate by the company that interviews are conducted in busy public areas
which may unease certain candidates.
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An interview should preferably be conducted on a one to one basis, however if for whatever reason more
than one interviewer is required — the ratio must not exceed two interviewers to one interviewee.
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Candidates should be treated with courtesy. No candidate should be kept waiting for more than 15
minutes, if this is necessary at all — refreshments should be offered and apologies given
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Job and company information including an accurate summary of benefits and conditions should be
provided to shortlist candidates. This is an excellent opportunity to promote the particular hotel and the
company. Interviewers should never give a negative impression about the company in an interview even
in an effort to paint a realistic picture. At the same time mentioning job difficulties or challenges should
not be forgotten at this crucial stage either.
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A standard interview assessment form should be completed immediately after the interview.
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