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The purpose of this report displays the findings and identify the stages of recruitment and the best selection process to use in recruiting a manager at a local TESCO express. Recruitment and Selection is very sensitive as many managers have a need to hire a new employee and this process is always under a strict monitoring from their side. Recruitment process can be done in many ways like internal or external, and it involves with many steps of recruitment policies like job description, job advert, job application process, Evaluations, legislations and training. The primary purpose of recruitment and selection is to achieve one’s desire end. Appointing the right person to the right job.  It refers to the process of attracting, screening, and selecting qualified people for a job at an organization or firm. Selection refers to the process of choosing the most suitable candidates from those who apply for the job. It is a process of offering jobs to desired candidates that match the job specification. The main objective of this report is to critically analyse the recruitment and selection method applied in relation to market environment

A CV is a concise document which summarises an individual’s unique skills, character, experience and achievements. CV is short for Curriculum Vitae which is a Latin phrase when translated means ‘the course of my life’. A CV outlines a person’s academic and professional history which is usually used for applying for jobs. It is a document aimed at convincing an employer that who you are. Your experiences and your skills make it worthwhile for them to either offer you either work experience or a chance to move forward in a formal selection process.  (Morgan, 2017)

People interested in store-based jobs with Tesco can approach stores with their CV or register though Jobcentre Plus. The store prepares a waiting list of people applying in this way and calls them in as jobs become available. The CV summarises the candidate’s education & job history to date.  A well written CV helps Tesco to assess whether an applicant matches the person specification for the job.  (Tesco, 2018)

Employment or job application is the official form/document that employers like TESCO ask all applicants for a position to fill out. The job application is filled out offline in pen/paper format or, increasingly, online. The job application provides a consistent format with the same questions that must be answered by each person who applies for an open position. Employers use the application form to collect information about the applicants that is filled out by every candidate for a position. 
Employers worldwide use the employment application form(s) to gather consistent data about prospective employees of their skills, abilities and experiences. (Morgan, P 2017) 
A covering letter is a professional business letter which provides an employer with an introduction to an accompanying CV. Cover letter is the easiest and most effective way to stand out from the crowd. A cover letter brings something extra to the table when one applies for a job. (Morgan, P. 2017)

Recruitment & Selection process
A recruitment policy is a statement on how a company hires an employee. It outlines the company’s preferred hiring practice and promotes consistency within an employee recruiting/screening process. Selection involves choosing the most suitable people from those that apply for a vacancy, whilst keeping to employment laws and regulations. Screening candidates is a very important part of the selection process. This ensures that those selected for interview have the best fit with the job requirements.
To be fair in selection process the employers will have to use the same method of interview with all the successful candidates. They should ask the same questions to all. But more importantly the employers should ask themselves these questions ‘CAN this person do the job? WILL this person do the job? And will they FIT in? (see appendices for all selection methods including advanced selection methods)

The process Tesco uses to select external management candidates has several stages. See diagram below.
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A candidate who pass the screening and initial interview attend an assessment centre. The assessment centres take place in the store and are run by managers. They help to provide consistency in the selection process. Applicants are given various exercises, including team-working activities or problem-solving exercises. These involve examples of problems they might have to deal with at work. Candidates approved by the internal assessment centres then have another interview. An interview panel consisting of line managers for the job on offer take part in the interview. This is to make sure the candidate fits the job requirements.
Workforce planning is vital if a business is to meet its future demands for staff. It allows a business time to train existing staff to take on new responsibilities and to recruit new staff to fill vacancies or to meet skill shortages. TESCO is a major international company with many job opportunities, including management, graduate, school leaver and apprentice posts. TESCO needs to have people with the right skills and behaviours to support its growth and development. Tesco has clear organisational structures, detailed job descriptions and person specifications. It provides user-friendly ways of applying for jobs and a consistent approach to recruitment and selection. This means it can manage its changing demand for staff.

Conclusion
TESCO has an effective Recruitment and Selection process however there are advantages and disadvantages which need to be considered. Advertising jobs online has its advantages as it’s cheaper than having it printed in newspapers for example and can be changed if required. However, there are a few disadvantages. Some people may not have access to the Internet making it difficult to view the advertisement for post. Some may have problems in using the Internet or not know how to use it and some may not have a computer which means no access to internet. It would be in the company’s best interest if they were to assess candidates at the same time as the interview. This will save the company time and is cost effective.
TESCO use both CV and application forms before they enrol candidate for employment. The reason being the application forms provide the answers to all the questions an employer has set to persons specification. The CV helps provide a bigger and better picture of the person in question. It provides employers with more detailed facts about an individual the application form may miss. It provides a better understanding of the walk of life an individual has come from and where they desire to go. 
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Appendices

CV
In most situations, a CV is the first contact an applicant has with a prospective employer and it is their chance to make a good first impression. It is used it to showcase individuals to prospective employer as to why they should hire them and what are the benefits of having the candidate on their team. It is ultimately a marketing tool, a shop window. It is a selling point to sell yourself to the employer or investor(s). It is far more than just a run-down of your career history, it is your passport to a new job.
A cv should be neat, well laid out and easy to read. It should have large margin and uncluttered. CV should concentrate on what is important to the potential employer. It should state nothing which shows you in a negative light. It is a living document and should be reviewed & updated regularly. Power words can be used to enhance the vocabulary in one’s CV. Example of these can be ‘implemented, audited, networked, devised and delivered and so on’.
There are seven main points to include in a cv and they are the 1. Contact details.
2. Profile/Personal statement. 3. Education & training details. 4. Career history. 5. Key skills candidate has. 6. Additional responsibilities & activities. 7. Interests, hobbies & achievements. 8. References

Some principles to remember when writing a CV is not to lie. Employers often run background checks and false claims will be uncovered. 
Sell yourself – what are your unique qualities, personality traits, skills and experience that make you stand out from the crowd
Personal statement first – put your academic qualifications at the back, if you’re buying a new car would you want to see the technical spec or the glossy picture first?
Don’t leave unexplained gaps – if you had a career break to travel or raise a family, explain what skills or experience you gained from this
Be clear and concise – CVs should be a maximum of three pages long and should be easy to read Don’t make mistakes – check your spelling and grammar meticulously.
(Open university, 2018) 


Advantages of a CV are they help employers to some up applicants and choose between people from what they have written about themselves on their cv.
applicants can lie in a CV. Example “I’m an excellent time keeper, very organised...etc.” Other advantages are that it provides a picture of who you are that can be matched against the employer's job specification. It is brief and to the point. 
Another plus side is for the applicant, it allows them to think hard and bring out their best attributes. Knowing who you really are is key to seeking the right job. 
Having a CV lets the employer know the skills and qualities the competitor holds. It informs the employer the strengths of potential seeker. Curriculum vitae displays one’s achievements, awards, qualification(s). 

The main disadvantages of a CV are it may not always contain all the key aspects relevant to the job one is applying for. It is not the case of a badly written CV but there are so many subtle bits of information which cannot cover all potential job possibilities in one or two pages. A CV may need to be rewritten to fit the job in question and continually modified and updated so it portrays a fuller picture for better chance in selection for employment.
Many good candidates have been passed over in the initial sort out stage due to the CV not containing those key items the employer was searching for. An employer will be able to tell if the applicant is either over qualified for the job they are applying for or they lack experience.  According to the research carried out by Kent university the highest percentages (33%) of employees look for in a cv is the tailored skills from the job description. Then clarity-how well its written, formatted and specifying to job applied to at (26%)
(Kent university, 2018)

Cover letter
The main advantage is the letter lets the recipient know exactly what they have received and whom it came from.  A document without a covering letter is easily mislaid, and it can be confusing.  A good covering letter catches the attention of the reader and makes them look at the document. Written badly it has the opposite effect and the document is unlikely to be forwarded to the intended reader. A cover letter can show one’s personality. It is a good opportunity to introduce yourself and express why you want the job and why you are the best candidate.  A badly written cover letter may cause the recipient not to even bother reading the accompanying document - this is especially the case when sending a CV - if the cover letter is full of spelling and grammatical errors, the reader is unlikely to even bother looking at the cv.

Application form
Job application allows the employer to collect the potential employee’s signature verifying that all statements on the job application are true. Names and contact information of references and employers, especially direct supervisors. Application forms are designed to ask specific questions such as if the applicant has/had any criminal conviction or involved in a crime.  All job applications end with the applicant’s signature certifying everything stated is true and granting the potential employer broad permissions to check the applicant’s suitability for employment and to check the applicant’s veracity.
(The balance career, 2016) 
Application forms are standardized format. It is easier for employers to scan the information and make comparisons. They get all the info they need to know in order to schedule an interview. Schooling to see if applicants have the qualifications and skills they are looking for. As well as any work experience the applicant may have. It forces applicants to set out their educational qualifications in a standardised way, so that companies can quickly see how you rank up and it is more objective, compared to a CV you can pick and choose what information you give them/make it sound better than it is. 
this shows the employers how you approach the questions. This will give some idea of the type of person you are, your writing skills, vocabulary, intellect. Application forms can ask specific questions related to the position. Ask more than just where have you worked and which school you went to.

Selection methods
There are many ways a company selects an employee. Here are three most common ways used, 
1 individual interviews. One to one interview. These can be structured or semi structured where all the questions are already set up to ask candidates and/or half of the questions are set up and the second lot of questions will depend on the answers given by candidates.
2 interview panel. Here, there may be few people interviewing applicant, taking in turn asking questions & making notes. Panels must consist of a minimum of three people including the immediate line manager of the vacant post, a colleague who is familiar with the area of work and a third person, preferably from outside the department to balance the panel's perspective. (ULC, 2008)
3 selection boards. Here there may be few employers who are higher in position in the company interviewing candidates. These may be CEO, chairperson, line managers or other board members.

There are more, advanced methods of selection. These are:
An ability test is a test to check an individual’s ability to perform a certain kind of job. It usually tests the individual for certain skills or whether he/she is able of acquiring those skills in the course of the job or through training. Ability tests are also called aptitude tests and are generally standardized. These can be used to test for variety of skills – mental aptitude, problem solving, reasoning ability, general intelligence and so on. 
Personality testing. Employers can use the big five personality test to determine applicant’s personality and profiling to see if the named candidate is perfect for their business.
Assessment centres are often the final stage of the selection process for large graduate recruiters. These centres are a series of exercises commonly used by employers to test skills which are not assessable from the traditional interview alone. An assessment centre usually lasts a whole day but can last anything from half a day up to several days of testing and assessments. You will normally be invited to an assessment centre only after you have passed initial screening by the employer, for example an application form and an online aptitude test. The assessment centre is usually the final hurdle in the recruitment process.    


Assessment centres and psychometric tests are used widely by recruiters to select their ideal candidate for the jobs. According to Morgan (2017) 67% of employers use psychometric tests for their selection, while 84% of employers use assessment centres for their selection of employees. During selection process the employers look for are how well the candidate explains and answers the questions. The language used when speaking. How passionate they sound about this post. Lack of passion usually indicates lack of interest for the job. Recruiters observe how relevant the answers are and lastly the employers observe is how well the candidate is dressed.
During the assessment in an assessment centre, usually takes place in the store itself. Tesco will look for number of skills sought of an applicant in assessment centre. They are; analysing & problem solving. Critical thinking, interpersonal skills of individual, communication (listening and speak clearly). The candidates personal drive for the job. Leadership potential they have, if any and finally team working skills the individual possess (organising events, time keeping, making sure others have their say).          (Morgan, 2017)
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