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Recruitment and Selection
We have sent out the application forms for the hopeful candidates. Which consists of our company name, which is Tesco, we are advertising for a night manager. The forms must be filled in and sent back by the 6/12/19, as we intend interviewing on the 13/12/19, the successful candidate will then start on the 01/01/20.
The skills we are looking for:
Must have organizing skills, the consists of telling staff which department they are working on.
Customer Service skills, must be able to deal with any complaints which might accrue.
Cert, 3 or higher, at least 5 years’ experience.
Being able to motivate the staff.
Team leader.
Managerial.
Must be flexible.
(target jobs)
What we need most from a manager?
Dependability, they must be dependable, a lot of staff depend on their manager.
Communication, they will need to be able to communicate with staff and customers.
Work ethic, do not sit back and watch, help where it is needed.
Team work, is a must, must join in with the team all working together.
Time management, in addition to the ability to prioritize and to delegate, which will reduce the things you have to do, you have to be able to maximize what you get done, in the time you have. When hiring look for the candidate who is one step ahead of you in the interview, because that person will be the same way when hired. These people are the ones that catch on quick. (thebalancecareers.com)
Application forms and short-listing candidates.
We use application forms, to assess whether the candidate meet the criteria of the job, and then can be considered for an interview, C.V.s can be used as an alternative to application forms. The problems with asking for C.V.s are, we don’t know if the C.V. is truthful, they can go on for a length of time and style, they may only put down what they want you to know. They may omit information that is necessary to assess the capability’s and experience of each applicant, insufficient, badly ordered information do not allow you to sift the good candidate from the bad easily.

The advantage of using application forms are?
You can dictate the format of the form to ensure you get all the information you need. The candidates can be guided to the information they should write about, also you can leave a space for them to write in, to tell you more. It is easier to compare and short-list the candidates. It is easier to spot inconsistencies, which they can explain during the interview. Spot gaps can be explored in the interview. Look at the essential criteria in the personnel specification, and select the candidates against these. (find-a-pa.co.uk)
Information to request on a job application form.
Job applied for.
Name, address, telephone numbers and email address.
Qualifications.
Work experience.
Relevant skills or experience.
Names and addresses of referees.
If the applicant has a criminal record.
If the applicant has the right to work in the UK. (nibusinessinfo.co.uk)  
I have short-listed the application forms and sent them to the next stage.
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