
 
XYZ and Associates Ltd, owned by Grace (names changed to protect confidentiality) 
 
The business I have selected to investigate aspects of human resource processes is 
XYZ and Associates Ltd. XYZ specialises in professional development and training 
in order to improve the performance of companies who use their services. The 
company does this through workshops.  

The structure of the organisation is a director (Grace) and thirteen employees who 
work under her. There are four consultants, 10 trainers (some of them part-time or 
casual), a new business developer, an administrator and an associate. The 
business is located in Ellerslie, Auckland. XYZ and Associates recently won a big 
training contract for an iwi-funded project so Grace will be employing new staff to 
be based in Whangarei. 

Job Analysis 
Grace conducted a job analysis recently because the administrator, Mei, gave her 
notice as she was moving overseas. Grace thought about the duties, responsibilities 
and outcomes of the job and made a plan to have the consultants and business 
developer do their own administration. The salary and finance work that Mei had 
been doing could be done by the company’s accountant. She ran this idea past her 
associate but finally decided to keep things as they were. So, after analysing the job 
and how it might be changed, she decided she needed to advertise a full-time 
administrator position.  

[Job description section not shown] 

Person Specification 
Grace created a person specification in order to get the correct person for the 
vacant position. In order to do this, a list of characteristics and attributes which 
are needed for the position is developed. This included personality type, experience, 
skills, abilities and qualifications. This enables the potential candidates to 
understand fully what Grace is specifically looking for and helps Grace select the 
correct person for the job. The question Grace asked herself when she was writing 
the person specification was, “what does the ideal administrator for XYZ look like?” 
Grace doesn’t mean their appearance, but what is the ideal package like in terms of 
their skills, experience and personal qualities. 

Advertising 
Grace advertised for suitable applicants by placing ads in online work websites 
Trade Me Jobs and Seek. I looked back on the Seek website and found this 
advertisement which is attached. She used this particular type of advertising as 
they needed an administrator who was very competent with technology. Grace 
thought they were more likely to find someone technologically advanced by 
advertising on the internet. This enabled Grace to get a range of suitable 
candidates. The job description and person specification are available to those who 
are applying for the position. They can download the pdf documents from the XYZ 
website to read before filling in their application forms. 

Screening and Short-listing of applicants 
Grace received 27 applications for the administrator position. Just from glancing 
through them as they arrived by mail and email, she was able to put about 15 into 
a No pile straight away. (This is screening out unsuitable people.) These would 
include people who aren’t legally able to work in New Zealand – 



see http://www.immigration.govt.nz/migrant/stream/work/worktoresidence/caniworkinnz/. 
Because of what the administrator needs to do, school leavers and people who have 
no office experience would also go into the No pile. Grace then selected her six top 
applicants who were suitable because of their past work experience and because 
they closely matched the job description and people specification (5). She ranked 
them 1-6 but didn’t tell Hec her order of choice. Hec is one of the consultants. He 
and Grace were going to interview the top applicants together. Hec’s top two people 
were the same as Grace’s but they had different people in third place. They decided 
they would interview their top four. So the list of 27 applicants was taken down to 
six people and then to a shorter list of four people. 
 
Interview and Testing 
Grace set aside a day for interviewing so that she could allow up to an hour for 
each of the three people, though they are usually about 35 minutes, and a gap in-
between so the four people didn’t get to see each other. She and Hec used mainly 
the same questions for all four and invited the women to ask questions at the end. 
Grace doesn’t use any testing like personality testing. It is expensive and she feels 
she is a good judge of character and doesn’t need some artificial test to work out if 
someone will fit in. 

Offer and Acceptance 
After each interview Grace and Hec talked about the person and if they would want 
to employ them or if they had any concerns. After all three interviews, they came 
up with their rankings then compared their lists. Both of them agreed on Carole as 
she had been a sole-charge administrator before and is fluent in Te Reo. Grace and 
Hec also liked her personality and felt she would work well with all seven at XYZ 
and with the clients. 
  
Grace rang Carole’s current employer using the number she had put on her 
application form. He knew that Carole wanted to leave to get different experience 
and he highly recommended her. Grace then rang Carole and offered her the job, 
saying that she would immediately send her an email confirming the job offer. 
Carole needed to read the offer of employment document and, if she wanted to 
accept the offer, put her acceptance in writing/email within 24 hours. 
Once Grace had received Carole’s email accepting the job offer she then rang the 
other two women who had been interviewed to let them know they had been 
unsuccessful and wished them luck for the future. 

[Induction section not shown] 
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