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It is a major importance for any organisation to recruit and select its staff, as they transform the vision and mission of the organization into reality. 
This section will deal with the process of how determine to hire a manager for Travel Agency in Cardiff branch   by preparing an effective   recruitment plan. This will include CVs, online applications form and a selective interview panel to evaluate the best candidate for this position.
It has been agreed that the process will include both   CVs and online form applications as it is management position, although that might take longer time to be processed.  
The Human Resource department in this company has arranged a screening committee to review CVs, applications and assess candidates and their profiles through an interview panel.  This committee would prefer candidate due to their qualifications and qualities. 

Online applications
A systematic and quick way of comparing candidates is online application” it is worth noting   that between 95% and 99% of companies use online applications form” (Morgan ,2017). Through specific questions we would try to assess candidates’ motivation and find out information that otherwise wouldn’t be easily volunteered   in their CVs,”The use of an application form (whether online or in a paper version) gives the employer the opportunity to ask those question that they want to ask” (Morgan, 2017). These data can also be hold and use to monitor the progress against opportunities policy.  These forms will make a first pass at essential skills such as spelling, grammar and punctuation. Candidates should be aware that their chances for employment is affected by the way which they will input these information. In another words it will show their literacy and ability to follow instructions and   their level of professionalism. It is an easy way candidates can apply from different places. 
 Beside classical questions ( personal details , education,  certificate, employment history , etc...) ,this form  will help the committee  to  have a  prior understanding about the candidate  , separate  and considered  the qualified for the next phases of the recruitment. “The application will need to give evidence to show how these skills have been demonstrated and developed “(Morgan, 2017).
Some applications would be rejected in case the applicant did not meet specific criteria (driving license  or bilingual for example ), while others may be overlooked due to a non-essential qualification, such as five years in tourism filed. Lack of personal contact and potential large number of applicants can also be added to these disadvantages.

CVs

Through the CVs we will be provided with extra information that might not be covered in an application form, we would try to:
· Get to the appropriate depth of each candidate (the type of prior experience, licenses and/or certificates required for the job.  
    
· The ability to promote and market our business to exceed branches performance and productivity.
· Provide sales reports to head office
·  Meet consumer demands for sustainable tourism
· Manage booking and schedules with hotels and airlines besides negotiating contracts with other tourism service providers. 
· Ensure company profitability via motivating the sales team to hit and exceed their targets.
· Coping with the pressure, stress of the job and decision making skills “Critical thinking enables us to understand and deal with the positions of others and to clarify and comprehend our own thought as well” (Maund, Schriek and Tinkler, 2017, P183). 
  
 CVs tend to arrive in many formats so it would be relatively hard to compare the skills and experience of each candidate to get the actual sense of the ideal candidate. Also gaps in work or education can be hidden in CVs.
When the closing date is passed, all applications   will be assessed by the interview panel to determine which applicants are to be called for the interview. A shortlist would include all applicants who have met the requirements 
 
Panel interviews:  
By involving of multiple interviewers the accuracy of assessing a candidate’s match for the position can be remarkably increased ” Structuring the interview has been reported to enhance its acceptability and reliability”  ( Pau, Allan , et, al ,2016). It will be consisted of   the head manager of the company, regional manager from Swansea branch, a professional from human resource department and a member from Cardiff Branch, where the candidate will be working.  The panel interview can be more efficient option, allowing the company to save time and make quicker decisions. Each candidate will be asked by this group. 
It would offer a great opportunity to these different perspectives to discuss knowledge, skills and experience, at various levels, that otherwise would not come to light to allow assessors to see a complete picture of each candidate. Also it saves time and makes the candidate familiar to the team.  
 At first level, each candidate will be asked a couple of questions,   the areas which each panel member try to explore would be agreed in advance to avoid any overlapping. It can show candidates’ ability and flexibility within the organisation to communicate with people in different positions, how quick can they build rapport and react to the stress. 
 The interview panel will try to explore personality of each candidate: oral expression as it represent one of the main communications tools (Maund, Schriek and Tinkler, 2017, P48) thinking outside the box, motivation, problem solving, ability to do the job and any exaggerating about their qualifications “One of the most important characteristics of great leaders and managers is self-awareness. Think about your own strengths and weaknesses and use feedback from appraisals. Reflect on the results you've obtained and ways you can improve.”    (The Gardian, 2013) 
The panellists will take notes about how candidates demonstrate their knowledge, skills, experience and abilities. Candidates also will be given the opportunity to ask any   inquiry they might want.   
At another level, each candidate will be given a list of questions to answer within 15 minutes.
The list will include questions:
1. Candidate’s greatest strengths, weakness.
2.  The main responsibilities of the candidate in their last role and the reason for leaving. 
3.  Specific qualities that will help the candidate to fulfil these responsibilities?
4.  What challenges are you looking for in this travel agent manager position?
5.  What do you know about our company?
All these written down characteristics and traits will be matched against the company cloture and what actually have the panellists found during their interviews to spot areas of alignment or disparity.
Their references will be checked in late stage when the panellists are able to narrow down the pool of potential employees. 
Once interviews are completed, the panel will determine which applicant has the relevant skills that best fit the position.
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