
 
Information about the company 
Grace the owner of XYZ Associates visited us to talk about how she recruits people 
to her training business. She talked about replacing her administrator a few 
months ago. XYZ runs training courses for clients. For example, they ran a 
communications skills course for a big firm of electricians because most of their 
staff were really good electricians but they needed training in how to deal with 
clients in a professional way. Grace’s company has four consultants, six trainers, 
the administrator, a marketing person who has to get new business and an 
associate who works with Grace part-time to help design the training packages. The 
company is based in an upstairs office in Ellerslie. They do the training in their 
board room or at the places of clients. 
 

[Job Analysis section not shown] 

Job description 
When Grace wanted to replace Mei she created a document called a job description. 
This gave the job title (Administrator) and listed the main duties of the job. It gave 
some information about conditions, like hours of work, but not the salary. Grace 
said that if people wanted to know the salary they could ring her and she would 
ask what salary range they were expecting and she would tell them if they were 
wasting their time. Grace prepares a job description because it lets people who are 
interested in applying know just what the job involves and it can also be useful 
once the person who gets the job has started. When Grace finished the job 
description she uploaded it to the company website where there is a vacancies 
section. 
 
Person specification 
A person specification lists the qualifications, work experience or skills as well as 
the personal qualities (like being punctual) of the person who would be best for the 
job. It is like a shopping list but it has to be realistic or people might be put off 
applying for the job. But a person specification can be useful because if it says the 
administrator must have a driving licence then someone who cannot drive would 
know not to apply. When Grace finished the person specification she uploaded it to 
the vacancies part of the company website. 
 
Advertising 
XYZ advertised the administrator job on Trade Me and Seek websites as well as on 
their own website. Grace knows that most people wouldn’t even know the XYZ 
website so wouldn’t think to look there for jobs, but if they have applied there 
before and didn’t get the job they might keep checking back on the XYZ site in case 
another job comes up. Because it was important that the administrator be 
comfortable using the computer and websites, Grace deliberately only advertised 
the job on websites. She never advertises in the paper for example. 
 
Screening and short-listing 
27 people applied from the job they had seen on Trade Me or Seek. Grace already 
knew that lots of people wouldn’t be suitable because they didn’t have any 
experience, couldn’t legally work or for other reasons. She sorted the applications 
into No, Maybe and Good piles. There were too many people in her Good pile for 
interviewing. Grace doesn’t like to interview more than four people. She got Hec one 
of the consultants to go through the Good pile and come up with his top people. 
They decided on the four people to interview. So from 27 people, they interviewed 
four. 



 
[Interview and testing section not shown] 

Offer and acceptance 
Grace offered Carole the job over the phone and Carole accepted it. Grace needed to 
get Carole’s acceptance in writing otherwise she might have told the other three 
ladies who were interviewed that they didn’t have the job then Carole might have 
changed her mind and not wanted it. That would be embarrassing. Giving Carole a 
specific amount of time to get back in writing meant that Grace didn’t have to keep 
the other people waiting too long before they knew if they’d got the job. Grace 
emailed a formal offer that contained information about the salary, hours of work 
and also the information that had been in the job description. She asked Carole to 
send back an email accepting the job by 10 the next morning. Carole did this. So 
she officially had the job and would start is four weeks. Next Grace rang the other 
three who had got interviews and emailed all the others thanking them for applying 
and saying they hadn’t got the job. 
 
Induction 
Carole had to give her boss notice of three week so she started at XYZ at the end of 
September. Her first experience of the workplace was a morning tea with the staff 
at 10am where she was introduced to everyone. Grace thinks this is a really nice 
way for the new person to get to meet all their co-workers at once and to feel 
welcome. Carole’s first week of work was Mei’s last week as administrator so there 
was an overlap. It was expensive to pay both Mei and Carole that week but Grace 
thought it was worth it.  
 
 
 
 
 
 
 
 
 
 
 
 
 


