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WUnit 1

Recruitment

Reading 1

. Match the words and phrases with their definitions.

1 screening
2 candidate
3 qualification

headhunter

reference

A.

B.

C©

a proof that one has passed examinations and gained a
certain degree of knowledge

a piece of written information about someone’s character and
ability

a person who tries to attract specially able people to other
jobs by offering them better pay and more responsibility
a person who wants to be chosen for a position
examining or proving the ability or suitability of people

for a job

@ Read the article below quickly and answer the following questions.

1. What does recruitment mainly deal with?
2. What are the main types of recruitment?
3. What stages are included in recruitment?

Recruitment

Recruitment advertisements, which often appear on the mass media, such as
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newspaper, magazine, internet, job center, typically have a uniform layout and contain
the following elements:

® the job title heading and location

@ an explanatory paragraph describing the company, including the Employer Brand

® a description of the position

@ entry qualifications

® the remuneration package (not always provided by the employer)

@ further details and from where application forms may be sought

Applicant recruitment and employee selection form a major part of an
organization’s overall recruiting strategies, which identify and secure people needed for
the organization to survive and succeed in the short-term to medium-term. Recruitment
activities need to be responsive to the increasingly competitive market to secure suitably
qualified and capable recruits at all levels. To be effective, this process needs to include
how and when to source the best recruits, internally or externally.

Internal recruitment can provide the most cost-effective source for recruits if the
potential of the existing pool of employees has been enhanced through training,
development and other performance-enhancing activities such as performance appraisal,
succession planning and development centres to review performance and assess employee
development needs and promotional potential.

Increasingly, securing the best quality candidates for almost all organizations relies,
at least occasionally if not substantially, on external recruitment methods. Rapidly
changing business models demand skill and experience that cannot be sourced or rapidly
enough developed from the existing employee base. It would be unusual for an
organization to undertake all aspects of the recruitment process without support from
third-party dedicated recruitment firms. This may involve a range of support services,
such as: provision of CVs or resumes, identifying recruitment media, advertisement
design and media placement for job vacancies, candidate response handling,
shortlisting, conducting aptitude testing, preliminary interviews or reference and
qualification verification. Where requirements arise, these are referred on an ad basis to
government job centres or commercially-run employment agencies.

The recruitment industry has four main types of agencies: employment agencies,
recruitment websites and job search engines, headhunters for executive and professional
recruitment, and niche agencies which specialize in a particular area of staffing. Some
organizations use employer branding strategy and in-house recruitment instead of agencies.
Recruitment-related functions are generally carried out by an organization’s human resources staff.

The stages in recruitment include sourcing candidates by advertising or other

methods, screening potential candidates using tests and/or interviews, selecting
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candidates based the results of the tests and/or interviews to ensure the candidate is able
to fulfill their new role effectively. Qualifications may be shown through résumés, job
applications, interviews, educational or professional experience, the testimony of
references, or in-house testing, such as for software knowledge, typing skills,
numeracy, and literacy, through psychological tests or employment testing. Other
resume screening criteria may include length of service, job titles and length of time at a

job. (Adapted from www. wikipedia.com)

@ Words and Expressions

mass media KRG succession planning iR
job center ML H L substantially adv. KEH
uniform layout %—7#iJF undertake v. $HAT,3LHE
job title heading HR{7 & #K provision n. LA, T4, HER
entry qualifications Filk 4% job vacancies Ry Zs ikt
remuneration package B shortlisting n. BRAEEAZHE
application form HiFE aptitude testing  RE 744 ) I3
screening n. Jifidk, g preliminary adj. HIIEH
qualified people & AR verification n. {EBj
recruiting strategy 3R REE headhunter n. FEL/AH
be responsive to ML , i X candidate n. fEEA

. initiative n. EzhtE testimony n. iiEiA,iEBH
internally adv. WN¥HL reference n. WEBAA;IERA# B
externally adv. #MiRHD ‘ numeracy n. ITEEEN
internal recruitment IR literacy n. E5HEH

cost-effective adj. AN, FEHK criterica n. IpUEPL.)
performance appraisal L SFEfh

@ Notes

1. niche agencies which specialize in a particular area of staffing HEEE L AA BIHLI
2. Other resume screening criteria may include length of service,  job titles and

length of time at a job. Jth ) fa [y i 1 160 15 4 R (8] 4< BE L HR 55 LA B e TAE
AL o [ BE

@ Read the article again and choose the correct answer to each question,

1. What is the basic function of recruitment?

A. To put advertisements for job vacancies in job center.
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2.

3.

4.

5.
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B. To offer chances for the candidates.

C. To secure suitably qualified and capable recruits at all levels.

D. To assess the performance of the candidates.

Which method is the most cost-effective source for recruits?

A. External recruitment B. Headhunter

C. Mass media ads D. Internal recruitment

Which of the following statements about external recruitment is NOT TRUE?

A. Rapidly changing business models demand skill and experience that cannot be
found from the existing employee base.

B. It would be unusual for an organization to undertake all the recruitment
without support from external recruitment firms.

C. Its functions may involve sorting out the resumes of the candidates and give
interviews.

D. Securing the best qualified candidates for almost all organizations relies
mainly on external recruitment.

Who will be responsible for the recruitment-based function in an organization?

A. Human resources staff B. Administrative staff

C. References D. Secretaries

What qualification is not included in the process of choosing a candidate?

A. Calculating abilities ' B. Software knowledge
C. Psychology-related knowledge - D. Testimony of references
Reading 2

@ Read the article below and decide whether the following statements are true or false.

004

1.

Graduate recruitment is mainly aimed at the candidates who have graduated from
colleges for a few years. _

Graduate recruitment programs are popular in the developed countries.
Selection methods may include aptitude tests, role plays, debated and interviews.
Many schools, colleges and universities offer their students independent advice
from a careers advisory service.

Careers advisors often share current best practice among members and passes
onto students.

Graduate Recruitment

Graduate recruitment or campus recruitment refers to the process whereby
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employers undertake an organized program of attracting and hiring students who are
about to graduate from schools, colleges and universities.

Graduate recruitment programs are widespread in most of the developed world.
Employers commonly attend campuses to promote employment vacancies and careers
opportunities to students who are considering their options following graduation. In the
United Kingdom, the process of employers visiting a series of universities to promote
themselves is called the milk round.

Selection methods used by employers include interviews, aptitude tests, role plays,
written assessments, group discussions and presentations.

Many schools, colleges and universities provide their students with independent
advice via a careers advisory service which is staffed by professional careers advisors.
The careers advisory service often organizes a careers fair or job fair where a large
number of employers visit the campus at once giving students the opportunity to meet a
range of potential employers.

Employers involved in graduate recruitment programs often form themselves into
professional bodies or associations to share best practice or to collaborate in setting a
recruitment code of practice.

Careers advisors also form themselves into professional bodies or associations to
ensure that current best practice is shared across members and passes onto students.

Examples of professional associations in the graduate recruitment sector include the
National Association of Colleges and Employers in the United States, the Canadian
Association of Careers Educators and Employers in Canada, the Association of Graduate
Recruiters and the Association of Graduate Careers Advisory Services in the United
Kingdom and the Australian Association of Graduate Employers in Australia, Graduate
Daily in the Russia.

Many of the national professional associations are members of the International

Network of Graduate Recruitment and Development Associations.

@ Words and Expressions

graduate recruitment ¢ el B job fair HERAVIBHEL

options n. % professional bodies ¥4

written assessments 5 H I associations n. He

via prep. @it collaborate n. WME.&

careers advisory service HRk %] recruitment code of practice #JF#
FIR 55 ; A7l ]

a careers fair HRiHES . careers advisor  HRV i [A]
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Note

milk round [JRHEEYI TRFR A TSR X 15 HEB A R F R K
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- well as partnering with IBM managers to help build a workforce with those

s N

Your name is Tony Smith and you want to find a position as a HR Recruiting
Professional. You have just seen an advert on the internet about the job vacancy. You
need to write an application of 120 — 140 words to apply for this post.

The details included in letter are listed below:
<> personal information

<> qualifications

<> working experience

B e e e S e S e i S ST S e e St ST

HR Recruiting Professional (English) - Chengdu

Job Responsibility:
This role is responsible for all recruiting and staffing programs and activities
related to the attraction, selection, hiring and on-boarding of talent into IBM as

critical skills needed to move the business forward. This role can also be
responsible: for ensuring talent processes comply with appropriate business
controls or initiating/maintaining immigration statuses. Individuals in this role
may also be a team lead, providing work direction, guiding employees on various
processes and acting as a point of escalation for team members.

Qualifications:

® More than 3 years’ recruiting working experience in IT or infrastructure areas;
@ Know well about China talent market;

® Experience in other HR functions is a PLUS;

® Good PC skills & fluent in English and Mandarin;

® Good team work spirit, respect and value people;

® Excellent communication and interpersonal skills;

® Willing to take high initiative and extra responsibilities;

e e e S gt ST SRS SR SO SRS S S S S S PR S

B e s i e e T e S et ol
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@ Words and Expressions

partnering with 5eeeeee E1E

comply with EM , IR
initiating REXEFh

® Self-motivated and be able to cope with a heavy workload;
® Work independently and be patient under pressure.
(Adapted from http://www. cjol. com/main/jobseeker/JobTemplates/)

Recruitment

e e

B T L i T A N RSt/ S E° S I S

Mandarin n. ¥&iE;EiE; B
team work spirit BB\ S VEXRE #
take high initiative REXFE3)

immigration status % E#b{i; cope with 4bF#, B X
escalation n. ZEF LF.MEMAE heavy workload &K THERHF
&

 Writing2

@ Your bank needs to recruit more staff in Shanghai. Your manager wants you to write a

report explaining your requirements and commenting on recruitment methods.

® Look at the information below, on which you have already made some handwritten notes.
® Then, using all your handwritten notes, write your report.

® Your report shall be made up
® Write 120 — 140 words.

of three parts: introduction, findings, and recommendation.

[ explain why new staff needed and say what type of staff needed I

v

Number of new staff needed: 26

® Headhunter
® Online recruitment
® Newspaper advertisement

Possible recruitment methods:

used many times before |

Newspaper

Numbers sold each day

Xinmin Evening News

1 million

Shanghai Morning Post

0.7 million

!

Explain how to use them
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@ Useful Sentences in Writing

008

1.

11.

12.

13.
14.
15.

I've got a solid background in providing personnel and organizational

management and accomplishing training objectives .

. I’'ve got excellent time management , prioritizing, multi-tasking, organizational

and communication skills at all levels.

. I am responsible for organizational management and manpower to ensure

fulfillment of commitments and contracts to branch agencies.

. I've managed all transitioning personnel actions for transfers, retirements,

promotions, separations, temporary duties and deployments.

. I've conducted employee evaluations for strengths and weakness and performed

cross-training exercises for competency and efficiency.

. I've conducted evaluation and assessment interviews to obtain knowledge, skills,

and abilities of veterans (¥¥% 5 T.) seeking employment.

. I would like to inquire about the position of recruitment professional that you

advertised in Xinmin Evening News on December 12.

. I feel that I have sufficient education and experience in my background to

fulfill the qualifications for your position .

. I hope that you will schedule me for an interview at your earliest convenience .
10.

Enclosed herewith are three copies of my degree and a copy of my resume for
your reference. :
I feel that a personal meeting would give us the opportunity to discuss your
short-and long-term objectives and my ability to direct your organization towards
successfully achieving those goals .

There are different views concerning this topic. Some people like to CHOOSE A,
some prefer to CHOOSE B. Personally, I prefer B. I think B has more advantages .
Taking into account of all these factors, we may reach the conclusion thate«+-+
Given the factors I have just outlined , I can only say that =+«

If you’ll take a look at this chart, the best media mix, then, would be a

combination of TV and magazine advertisements.

__Expanded Vocabulary

s

e-recruitment n. HFIFME,E conflict resolution fER4)45
LR on-the job training ZEERKEVI|
in-house recruitment PP strengths n. RI



