
 

Miracle Auto Repair is based in Wellington. It is a company that does panel beating 
and spray painting for vehicles that have been in accidents or when people just 
want their cars smartened up. Miracle Auto Repairs is owned by Andrew who 
started the company ten years ago. 

There are 20 workers at MAR – Andrew, two managers, two deputy managers 
(called 2ICs), spray painters, panel beaters, apprentices (who are being trained on 
the job) and some labourers. Apart from Andrew and the office manager, all the 
others work in the workshop where customers’ cars are fixed. 

MAR doesn’t do a job analysis. A job analysis is like a needs analysis where a boss 
gathers information about a job to decide if and how it should be advertised. If a 
person leaves the workplace they might not need to be replaced if the work can be 
done by other workers. Or maybe a job has become so big that the job description 
should be changed so that some of their work is done by a different person. 

MAR does use job descriptions. Andrew and his managers have written a document 
describing each job, e.g. there is a job description for the office manager and a 
different one for a spray painter. The job descriptions list what each person has to 
do. 

A person specification is like a shopping list for the ideal person for the job. It lists 
the skills, experience and personal qualities (like honesty) that someone should 
have if they want to apply for the job at MAR. Everyone who works in the workshop 
at MAR must have a clean driving licence. 

When a job comes up at MAR Andrew writes an advertisement. This goes up on the 
MAR website and is put in the Wainuiomata News. Andrew also spreads news 
about the job using word of mouth to his contacts in the car repair industry. For a 
job that a school leaver could do, he will speak to the careers adviser at the high 
school. He usually allows two weeks for people to get their applications in. They can 
be emailed or posted or dropped in to the office. 

Andrew looks through all the applications. Some will be handwritten and some 
typed, it doesn’t matter. Sometimes he gets up to 35 applications, especially for 
school leaver jobs or unskilled jobs like labourer. This is too many people to 
interview so he cuts the list down to three or five. He selects the best applications 
and shows them to the workshop manager or maybe the spray painter 2IC if it is 
for a spray painting job.  

[Interviewing section not shown] 

After the interviews Andrew and the manager will decide who would be best to give 
the job to. He tries to ring the person as soon as possible. If they still want the job 
they can choose to come in to sign the job offer (they can take it home to think it 
over) or to get the offer by email. It is important that they accept the job offer in 
writing. When the offer is accepted in writing Andrew contacts the other people who 
applied to let them know they didn’t get the job. He phones the ones who were 
interviewed, and emails or writes to the others who didn’t get interviews. This takes 
a lot of time but Andrew thinks it is important to be polite and let people know. His 
son has applied for lots of jobs where he has never heard anything back from the 
places. 



The purpose of the induction period (which may be a few hours or a few days) is to 
help a new employee settle down quickly into the job by becoming familiar with the 
people, the surroundings, the job and the business. MAR probably covers some of 
the following items in their induction programme: introduction to the 
business/department and its personnel/management structure, layout of the 
buildings, business rules and procedures, and relevant personnel policies, such as 
training, promotion and health and safety. 

 

 


