
BMET4004
Global Tourism and Events Management
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Week 5 – Recruitment and 
Selection



Recap from last week!
• SWOT Analysis 



Aims

To 
understand 

what is 
recruitment

Stages of 
recruitment

How we 
recruit

Selection 
Process





What is 
recruitment?

• Recruitment and resourcing involve attracting
and selecting individuals into a job role. 

• Recruiting the right individuals is crucial for 
organisations who need people with the right 
skills and capabilities to deliver their goals. It’s 
a critical activity, not just for the HR team but 
also for line managers who are increasingly 
involved in the selection process. 

• The length and complexity of the recruitment 
process will vary depending on an 
organisation’s size and resources. However, 
each of the following stages should be present:
• Defining the role.
• Attracting applicants.
• Managing the application and selection 

process.
• Making the appointment.



Defining 
the Role

The first step is to spend time gathering information about a job from a variety 
of sources, whether the position already exists or is new. This analysis 
provides the information needed for the job description and person 
specification. It should include:
• The job’s purpose and what duties are involved.
• How and where it could be carried out.
• What roles would be expected of the jobholder.
• How it fits into the organisations’ structure.

Job Analysis



Job Description

• Job Title
• Responsible To
• In Charge of
• Duties – work that needs to 
• Be achieved
• And more!
• Variety of formats from simple to 

comprehensive to structured 

What does this include?



Person Specification
• A person specification (or job profile) states the 

necessary and desirable criteria for selection.

• Increasingly such specifications are based on a set 
of competencies identified as necessary for the 
performance of the job.

• Competency frameworks 
(Core/technical/Behavior)  may be substituted for 
job or person specifications, but these should 
include an indication of roles and responsibilities.



How do we 
recruit?

Discuss and provide examples of the 
advantages and disadvantages of each 
method



Examples: Recruitment 
Sources



Example 



Sample



Responsibilities:
• Have knowledge of various cooking techniques.
• Prepare meals and side dishes according to 

customers' needs and preferences.
• Ensure that all food is cooked and prepared in a 

timely manner.
• Keep kitchen area clean and organized.
• Be able to explain dishes to wait staff and 

customers.

Job Types: 
• Permanent, Full-time

Salary: 
• £12.00-£13.00 per hour

Work Location:
• In person

Benefits:
• Company pension
• Employee discount
• Free parking

Schedule:
• Day shift
• Overtime
• Weekend availability

Supplemental pay types:
• Bonus scheme
• Tips
• Yearly bonus

Ability to commute/relocate:
• Kington, HR5 3AZ: reliably commute or plan to relocate before 

starting work (required)

Example (Chef) 



Activity  

• Using the examples in 
the previous slides, 
please write Job
description and 
specifications of an 
events manager;
o Job Description
o Job Specification



Recruitment 
• The majority (84%) of UK job 

applicants said they judge a 
company based on the process it 
uses for recruitment.

• The research also found 43% of job 
applicants don’t want the 
recruitment process to be 
completely automated and instead 
want a human touch.

• Do you prefer automated or human 
contact during recruitment?

https://www.hrmagazine.co.uk/content/comment/relearning-hiring-and-onboarding-skills-for-virtual-recruitment
https://www.hrmagazine.co.uk/content/features/uk-automotive-recruitment-needs-a-rethink


Internal Recruiting
Advantages:
• Can be cost efficient- Vacancy filled, 

Expenses, Training
• Candidates are known to the 

organisation- skills, attitude
• Candidates are familiar with organisation 

culture
• Internal promotion may provide 

motivation to staff



Internal Recruiting 
Disadvantages:
• Internal candidates not successful maybe resentful-

become unproductive, de-motivated
• New lower-level vacancy created
• No new ‘blood’ - May lead to stagnation of ideas and 

approaches within the business
• Skills Gap
• Inability to find appropriate people/limited pool
• Political in-fighting
• Need for strong and frequent/constant T&D programs
• Can lead to de-motivation of existing staff
• Gaps in workforce



10% of our time 
recruiting
90% of our time 
making up for our 
mistakes in 
recruiting.



Question: 
What mistakes 
do we make in 
recruitment? 



Job advertisements – what might we 
include? 



Workforce 
Planning

Organisation 
don’t just recruit 
for the sake of it…



How do we plan?What do we look for when 
planning? 

What factors contribute to 
planning?







Selection Process



Recruiting for 
diversity
• Important to attempt to 

achieve a representative 
cross section of the 
population in recruitment 
pools:

• Remember the Equality Act, 
(2010) and the 9 Protected 
characteristics.



Developing and Using Application Forms

Why use applications/ CVs?

Applicant’s 

education and 

experience

Applicant’s 

prior progress 

and growth

Applicant’s 

employment 

stability

Uses of Application Form 

Information

Applicant’s 

likelihood of 

success



CVs and 
Resumes

Question: What is 
included in your CV?



Unconscious bias: Stereotypical hiring 
practices. | Gail Tolstoi-Miller



Weakness of Interviewing 
• Self-fulfilling prophecy effect - Interviewers may ask questions designed to confirm initial impressions of candidates gained 

either before the interview or in its early stages.

• Stereotyping effect - Interviewers sometimes assume that characteristics are typical of members of a particular group. In the 
case of sex, race, disability, marital status or ex-offenders, decisions made on this basis are often illegal. However, the effect 
occurs in the case of all kinds of social groups.

• Halo and horns effect - Once interviewers rate candidates as ‘good’ or ‘bad’ in some aspects, they often replicate this judgement 
across the board, reaching unbalanced decisions.

• Contrast effect - Interviewers can allow the experience of interviewing one candidate to affect the way they interview others who 
are seen later in the selection process.

• Similar-to-me effect - Interviewers sometimes give preference to candidates they perceive as having a similar background, 
career history, personality or attitudes to themselves.

• Personal liking effect - Interviewers may make decisions on the basis of whether they personally like or dislike the candidate.



Assignment Overview 
(T-minus 12 days) 



Recommended Structure 
1. Cover Page (module name and code, name, student number, tutors name)
2. Introduction
3. The Employee Lifecycle 
o Attraction
oRecruitment
oOnboarding
oDevelopment
oRetention
oSeparation
4. SWOT Analysis 
5. Conclusion 
5. References



Recap and 
Suggestions 

Today’s Recap:

Suggestions for this week:

• To understand what is 
recruitment

• Stages of recruitment
• How we recruit
• Selection Process

• Log into Moodle and recap on 
the slides we went through 
today.

• Continue to work on 
Assessment 1.



Further reading… 
• Staff anxiety the biggest coronavirus challenge for 

businesses, survey finds (peoplemanagement.co.uk)
• How can HR support working parents during lockdown? 

(peoplemanagement.co.uk)
• Coronavirus: HR and facilities teams must work together to 

keep workplaces hygienic (peoplemanagement.co.uk)

https://www.peoplemanagement.co.uk/news/articles/staff-anxiety-biggest-coronavirus-challenge-businesses-survey-finds#_ga=2.169621473.1753436191.1612386708-551645425.1611175807
https://www.peoplemanagement.co.uk/news/articles/staff-anxiety-biggest-coronavirus-challenge-businesses-survey-finds#_ga=2.169621473.1753436191.1612386708-551645425.1611175807
https://www.peoplemanagement.co.uk/news/articles/how-can-HR-support-working-parents-during-lockdown#_ga=2.169621473.1753436191.1612386708-551645425.1611175807
https://www.peoplemanagement.co.uk/news/articles/how-can-HR-support-working-parents-during-lockdown#_ga=2.169621473.1753436191.1612386708-551645425.1611175807
https://www.peoplemanagement.co.uk/news/articles/coronavirus-HR-facilities-keep-workplace-hygienic#_ga=2.169621473.1753436191.1612386708-551645425.1611175807
https://www.peoplemanagement.co.uk/news/articles/coronavirus-HR-facilities-keep-workplace-hygienic#_ga=2.169621473.1753436191.1612386708-551645425.1611175807
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I look forward to seeing 
you next week.

If you have any questions 
in the meantime, please 
send an email from your 

student account.

scott.james@uwtsd.ac.uk

mailto:scott.james@uwtsd.ac.uk
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