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Exemplar for internal assessment resource Religious Studies for Achievement Standard 90841 

 Grade Boundary: Low Excellence 

1. For Excellence, the student needs to comprehensively investigate aspects of 
human resource processes in a business.  
 
This typically involves: 
 

• collecting detailed relevant information from a range of sources about the 
aspects of human resource processes 

• providing a comprehensive interpretation and explanation of the 
information 

• integrating relevant business knowledge 
• integrating a Maori business concept where relevant. 

 
The student has investigated the human resource processes in XYZ Limited. 
 
Detailed relevant information about how and why XYZ conducts the eight human 
resource processes has been collected. The original job application from Seek has 
been located (1), and the student researched work eligibility from a government 
website (2), thus using a range of sources. 
 
Comprehensive interpretations have been provided. This student has justified why 
personality testing is not used (3) and why Carole was the preferred candidate (4). 
 
Relevant business knowledge has been integrated by linking the job description 
and person specification to the short-listing process (5). 
 
For a more secure Excellence, the student could strengthen links between the 
nature of the firm and specific processes. For example, the student could have 
discussed how the new employee’s fluency in Te Reo is beneficial to the new 
training project.  
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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] 

 

http://www.immigration.govt.nz/migrant/stream/work/worktoresidence/caniworkinnz/


Exemplar for internal assessment resource Religious Studies for Achievement Standard 90841 

 Grade Boundary: High Merit 

2. For Merit, the student needs to investigate in detail aspects of human resource 
processes in a business. 
 
This typically involves: 
 

• collecting detailed relevant information about the aspects of human 
resource processes 

• providing a detailed interpretation and explanation of the information 
• including relevant business knowledge 
• including a Maori business concept where relevant. 

 
The student has investigated in detail the human resource processes in XYZ 
Limited. 
 
Detailed information about all eight human resource processes has been 
collected. 
 
The student has provided justifications for why elements of the recruitment 
process are undertaken. There is an in-depth interpretation of why websites rather 
than newspapers are used to advertise positions at XYZ (1). A clear reason why 
Carole had to accept the offer of employment in writing and within a timeframe 
was provided (2). 
 
Business language has been included throughout the response.  
 
To reach Excellence, the student could strengthen justifications. For example, a 
fully comprehensive investigation could explain the benefit of having Carole work 
alongside Mei in her first week (3) despite the extra salary expense. The student 
also needs to introduce information from a source other than the interview with the 
owner of XYZ. 
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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.  
 
 
 
 
 
 
 
 
 
 
 
 
 



Exemplar for internal assessment resource Religious Studies for Achievement Standard 90841 

 Grade Boundary: Low Merit 

3. For Merit, the student needs to investigate in detail aspects of human resource 
processes in a business.  
 
This typically involves: 
 

• collecting detailed relevant information about the aspects of human 
resource processes 

• providing a detailed interpretation and explanation of the information 
• including relevant business knowledge 
• including a Maori business concept where relevant. 

 
The student has investigated in some detail the human resource processes in 
XYZ Limited. 
 
Detailed information has been collected about the eight human resource 
processes used at XYZ. 
 
Two justifications for using certain human resource practices have been provided. 
The student has explained why an experienced person rather than a school leaver 
needed to be appointed to the administrator position (1), and explained why it is 
better to receive a referee’s comments over the phone rather than in writing (2). 
 
For a more secure Merit, the student could have provided more detailed 
explanations. For example, in the context of XYZ’s business goals, why was 
fluency in Te Reo a key factor in Carole’s success (3)? 
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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. 
 
 
 
 
 
 
 
 
 
 
 



Exemplar for internal assessment resource Religious Studies for Achievement Standard 90841 

 Grade Boundary: High Achieved 

4. For Achieved, the student needs to investigate aspects of human resource 
processes in a business. 
 
This typically involves: 
 

• collecting relevant information about the aspects of human resource 
processes 

• providing an interpretation and explanation of the information 
• stating relevant business knowledge 
• stating a Maori business concept where relevant. 

 
The student has investigated the human resource processes in Miracle Auto 
Repairs (MAR). 
 
This student has collected information about how all eight human resource 
processes are conducted in MAR.  
 
Explanations have been given for why job descriptions are useful (1), and why the 
local high school is contacted when there are positions suitable for school leavers 
(2). 
 
Business knowledge has been stated throughout the response. 
 
To reach Merit, the student could justify why MAR uses the processes they use, 
rather than alternatives. For example, why does Andrew want to know if the 
candidate got on with other workers during the brief work trial (3)? Similarly, what 
is the link between having a clean driving licence and driving customers’ cars (4)? 
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Miracle Auto Repair is a spray painting and panel beating business located in 
Wellington. They specialise in vehicle repairs, usually after the vehicles have been 
in accidents. MAR has 20 employees. The business is organised into a hierarchical 
structure where employees are ranked at various levels. This means that at each 
stage, a person has command of workers directly below. The chain of command, 
when plotted into a diagram, is in the shape of a pyramid. The 20 employees 
consist of the Andrew the managing director who owns the business, the workshop 
manager, an office manager, various 2IC and tradesmen, apprentices and 
labourers.  

A job analysis is where the owner or manager analyses the needs of the business 
when someone leaves to decide if they really need to be replaced or if other staff can 
be reorganised to do the work. MAR doesn’t do job analysis.  

Since MAR’s work doesn’t change very much, it is easy for the company to create a 
job description. When a vacancy comes up Andrew lists the skills, qualifications 
and any particular knowledge the person will need. For example if a spray painter 
is needed Andrew will use the job description he always uses for spray painters and 
just change it if necessary. It is easy for him to check if the job description is up-to-
date as he employs about six spray painters and he can compare the job 
description with what the spray painters actually do. When Andrew and the 
workshop manager are doing annual performance reviews they use the job 
descriptions to measure how well each person is working. 

Although Andrew didn’t call it a person specification the job description does 
include personal requirements someone applying for a job will have to have. For 
example, everyone in the workshop has to have a clean driving licence as they 
might have to drive customers’ cars. They also have to have ‘good time 
management’ which really means getting to work on time. 

The business advertises vacancies through various mediums. They put adverts in 
the local paper, place adverts on their website, but also through word-of-mouth 
amongst the spray-painting or panel beating industry. If he needs a new apprentice 
Andrew will contact the careers counsellor at the local high school. Andrew knows 
that the counsellor will only send him someone who is really serious about the 
trade, and people from the school will live close to the workshop. He got a new 
apprentice last year by talking to a woman whose car was repaired and who 
mentioned that her daughter wanted to work in the panel beating trade. 

When a potential employee applies for the advertised position, they would send an 
application form and CV. Andrew and his 2ICs (second in charge panel beating, 
and second in charge spray painting) looks at their application and decide if the 
person is good enough to interview. They screen out unsuitable people and decide 
how many people to interview (usually no more than five). If the job is for an 
experienced person in the workshop, or even for an apprenticeship, Andrew tells 
them to come in for the interview in clothes suitable for working on a car and 
expect to spend about two hours. After he has spoken to the applicant, the 2IC will 
take the person into the workshop to see how they react to real work on the cars 
and how they get on with the other workers. 

[Interviewing section not shown]  
 

[Offer and Acceptance section not shown] 



After the paperwork has been signed the new employee will undergo an induction 
to introduce the employee to health and safety systems, workplace procedures and 
processes. MAR do this by sending the new employee to an orienteer who will teach 
them what to do in the business. This runs for two weeks and enables the 
employee to meet standards MAR requires.  



Exemplar for internal assessment resource Religious Studies for Achievement Standard 90841 

 Grade Boundary: Low Achieved 

5. For Achieved, the student needs to investigate aspects of human resource 
processes in a business. 
 
This typically involves: 
 

• collecting relevant information about the aspects of human resource 
processes 

• providing an interpretation and explanation of the information 
• stating relevant business knowledge 
• stating a Maori business concept where relevant 

 
The student has investigated the human resource processes in Miracle Auto 
Repairs (MAR). 
 
Information has been collected about all eight human resource processes at MAR. 
An explanation for using job descriptions has been given (1) and the student has 
explained the purpose of work-trialling shortlisted candidates in the workshop (2). 
 
Business knowledge has been stated throughout the response. 
 
For a more secure Achieved, the student could provide more explanations. For 
example, why does Andrew require labourers to have good conversation skills (3) 
and why is it important that the offer and acceptance are in writing (4)? 
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Andrew who owns Miracle Auto Repair in Wellington spoke to us about how he goes 
about getting people to work at his business. MAR panel beats and spray paints 
cars that have been involved in accidents or ones that just need tidying up. Andrew 
said that about 90% of the cars the business repairs are insurance jobs. 

Apart from him, 19 people work at MAR. This has grown from three people when he 
started the business 10 years ago. There are two managers under Andrew, an office 
manager (who doesn’t have any other staff in his department) and a workshop 
manager. The workshop manager has two 2IC’s (second in charge or deputy) under 
him, one for spray painting and one for panel beating. Then there are tradesmen 
(one is a woman) who are fully qualified, apprentices who are still training and who 
go off to polytech for block courses, and labourers who do “donkey work” like 
dismantling cars, picking up stuff from suppliers, and cleaning up. 

A job description is a page that lists the requirements of a job. It give the job title, 
main duties, employment conditions (where, hours of work, whether there is 
overtime), and other information a job applicant would need to know before 
applying. MAR has job descriptions for all the workers. When someone leaves 
Andrew just gets their job description from the computer and uses it again though 
it might need slight changes. He said the job descriptions can be useful after the 
person has got the job if there are any problems with their work. The job 
description is not a contract though. When someone is employed they are given an 
employment contract which they and Andrew sign. This also contains the 
information that was in the job description. 

MAR doesn’t really use a person specification but Andrew said that in the job 
advertisements he states what personal requirements he is looking for. For 
example, everyone has to be able to drive and not have a bad driving history. 

When a job comes up at MAR Andrew writes an advertisement. He puts this on the 
MAR website, puts it in the local free paper and also emails it to his contacts in the 
spray painting or panel beating industry as they might know of someone who has 
experience and needs a new job. He also talks about the job using word-of-mouth. 
If he has a job that a school leaver will be able to do, Andrew rings the careers 
adviser at the local high school. 

The advertisement will have a closing date. When that date comes Andrew looks at 
all the applications that have arrived by email or have been delivered to the office. 
Andrew said that he might get 35 applications for a labouring job. Because this job 
doesn’t need any experience he finds it the hardest decision to make because it is 
hard to choose the best person when he only has what they have written to go by. 
It is best to choose someone with job experience but he also likes to give a chance 
to those who haven’t worked before or for a long time. For a labouring job Andrew 
doesn’t mind if their writing and spelling are not good but it is important to him 
that the person is good at speaking and conversation. 

Andrew doesn’t have time to interview 35 people so he has to cut the number down 
to a maximum of five. This is called screening. The five are invited to interviews. 
Depending on the job Andrew might tell them to come in clothing for working on a 
car as they might have a work trial in the workshop for about an hour. He and the 
workshop manager and 2ICs find that this can help to sort out the quick learners 
and those can listen to instructions and communicate well. It might take two days 



to get through the five people. After all five have been interviewed Andrew sits down 
with the manager and 2IC to talk about who would be the best person for the job.  

When the best person has been chosen Andrew rings them up and offers the job. 
The wages or salary will already have been talked about at the interview. If the 
person accepts the job over the phone, they talk about how soon they can start 
work. Andrew knows the job offer and acceptance has to be in writing so he asks if 
the person wants go get and return the job offer by email or if they want to call in 
to the MAR office and read and sign the job offer on the spot. He only contacts the 
other people who were interviewed when the offer has been accepted in writing. 

[Induction section not shown] 



Exemplar for internal assessment resource Religious Studies for Achievement Standard 90841 

 Grade Boundary: High Not Achieved 

6. For Achieved, the student needs to investigate aspects of human resource 
processes in a business. 
 
This typically involves: 
 

• collecting relevant information about the aspects of human resource 
processes 

• providing an interpretation and explanation of the information 
• stating relevant business knowledge 
• stating a Maori business concept where relevant. 

 
The student has investigated the human resource processes in Miracle Auto 
Repairs (MAR). 
 
This student has collected relevant information about seven of the eight human 
resource processes in MAR. An explanation has been given for why the firm 
contacts all unsuccessful applications (1). Other human resource processes have 
been described or stated. 
 
Business knowledge has been stated throughout the response. 
 
To reach Achieved, this student could complete the investigation by replacing the 
generic description of induction with an explanation of what MAR’s induction 
process actually involves (2). The student could also lift descriptions and 
statements to reasoned explanations.  
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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. 

 

 


