
 
 
XYZ and Associates Ltd are based in Ellerslie. It is a training consultancy that is 
owned by Grace. There are 13 employees. Four are training consultants who design 
training programmes for clients. There are six full-time or casual trainers. A new 
business developer does marketing to get new clients. There is an office person/ 
administrator and an associate who is not in the office very much. 
The business is expanding because XYZ has just taken on a contract to train staff 
for an iwi-funded project in the Waikato. 
Four months ago Grace had to replace the administrator so she told us about how 
her business recruited the new administrator as it is her usual way of doing things. 
 
Job analysis 
When Mei the last administrator handed in her notice Grace thought very seriously 
about not replacing her. She worked that that if she increased their salaries the 
consultants, trainers and the business developer could probably do their own 
administration. She would pay her accountant extra to handle pays and finance. In 
the end though, after talking with her associate, Grace decided that she should just 
replace Mei. 
 
Job description 
Mei was asked to go through computer files to find the job description that was 
used when she applied for the job and to suggest ways it might need to be changed. 
The job description gave the job title, the hours of work, the main duties of the job 
and the lines of accountability. Grace used Mai’s ideas and made some changes of 
her own. The job description was then uploaded to the vacancies section of the XYZ 
website so that people could read it before they applied. Grace said it is important 
to be careful to write a good job description as it makes it really clear what her 
expectations are of the worker. 
 

[Person specification section not shown] 

[Advertising section not shown] 

Screening and short-listing 
As applications can in, Grace printed them out and sorted them into three brown 
folders, No, Maybe and Good. When applications closed she went through the Good 
file and chose her top six people based on their past work experience and their 
skills. As the administrator job being advertised was sole charge it was important 
that the person be experienced and confident, therefore a school leaver or someone 
without much experience wouldn’t be suitable. Grace then passed the folder onto 
Hec, one of the consultants who was also going to be interviewing. Hec agreed with 
Grace’s top two people but this third place was someone else. Grace decided that 
all four women should be interviewed. 
 
Interview and testing 
Grace and Hec spent a day interviewing the four ladies and making their decision. 
They didn’t do any testing like keyboard or software testing. Grace and Hec both 
agreed that Carole would be the best fit for XYZ. She had been a sole charge 
administrator before. Also, Carole speaks Te Reo which no other applicant in the 
Good pile said they could do. 
The job application form had asked for contact details of two referees. The following 
morning Grace phoned one of Carole’s referees and was happy about what he said 
about Carole. This helped to convince Grace that it was right to offer Carole the job. 



Grace could have emailed the referee and asked questions for him to reply to but if 
he had anything negative to say about Carole he might have felt more comfortable 
saying it instead of putting it in writing. 
 
Offer and acceptance 
Grace telephoned Carole and offered her the administrator’s job. Carole was really 
pleased and she agreed to read over the formal offer that Grace would email, and to 
email her acceptance by 10am the next day. She did this so then Grace emailed the 
other three people who had been interviewed. She thanked them for coming in for 
an interview. She then got Mei to send emails to all the other people who had 
applied saying they hadn’t been successful. 
 
Induction  
Carole started work at XYZ four weeks later. She had been sent information about 
where to park and told to arrive at 10am on her first day. There was an office 
morning tea to welcome her. Apart from getting her access card and log-on for the 
computer system, she spent most of the first week with Mei who was leaving on the 
Friday. Mei trained her in the job. 
 
 
 
 
 
 
 
 
 
 
 


