[image: image1.png]PEARSON ALWAYS LEARNING





	Assignment title
	Recruitment and Job Application

	

	Assessor
	

	

	Date issued
	

	Final deadline
	

	Duration
	4 hours

	

	Qualification suite covered
	BTEC Level 1/Level 2 First Award in Business

BTEC Level 1/Level 2 First Certificate in Business

BTEC Level 1/Level 2 First Extended Certificate in Business
BTEC Level 1/Level 2 First Diploma in Business

	Units covered
	Unit 8: Recruitment, Selection and Employment

	Learning aims covered
	Learning aim B: Produce documentation for specific job roles

Learning aim C: Demonstrate interview skills and plan career development

	

	Scenario
	For this assignment you will take on two roles. In the first role, you are working in the human resources department of a business and are responsible for preparing recruitment documentation. This will include producing a detailed job description and person specification to advertise for a specific job vacancy. 

In the second role, you will select and apply for a specific role. You will need to produce a curriculum vitae (CV), letter of application and completed application form to apply for a suitable job role. You will also prepare for and participate in an interview for the job vacancy you have applied for.

	

	Task 1
	Applying for a job role

You need to develop a learning plan to support your chosen career route. In order to do this, you will need to identify areas for improvement in your skills and knowledge and develop a plan for how you will improve these areas. 

Firstly, to understand the recruitment process, you should identify a job role that appeals to you. This can be one that you have seen in your local newspaper or that you have found online, or your own existing part-time job.

Find out what the job entails and what attributes are necessary, then prepare the following documents:

· a detailed job description, covering the roles and responsibilities of the job

· a detailed person specification, identifying the skills, knowledge and experience needed.

Produce a report justifying why the job description and person specification you have produced will encourage effective recruitment. 

Next, you will apply for a job role. This could be the role for which you have written the job description and person specification, or it could be a different role that you are interested in. To do this, you should:

· produce a curriculum vitae (CV)
· complete an application form

· write a letter of application, justifying how your current knowledge and skills are suited to the job.

Finally, conduct a skills audit to assess gaps in your knowledge and skills based on your job application. Identify any training or development that would help you to match the requirements of the person specification and job role, giving reasons for how this will support you.

	Evidence you must produce for this task
	· Job description
· Person specification
· Report
· Completed application form
· Curriculum vitae (CV)

· Covering letter
· Skills audit

	Criteria covered by this task

	To achieve the criteria you must show that you are able to:
	Unit
	Criterion reference

	Produce an appropriate and detailed job description and person specification for a specific job.
	8
	2B.P3

	Produce a curriculum vitae, letter of application and completed application form to apply for a suitable job role.
	8
	2B.P4

	Produce an appropriate and detailed job description and person specification for a specific job, justifying why the documents will encourage effective recruitment.
	8
	2B.M2

	Justify how current knowledge and skills meet those required in a given person specification and job description.
	8
	2B.M3

	Analyse gaps in knowledge and skills that might require further training or development to match the requirements of a given person specification and job description.
	8
	2B.D2

	

	Task 2
	Job interview and career planning

You have been selected for interview for the job you applied for. Before your interview, you should prepare for the interview questions by conducting research into the business and preparing answers to the kind of questions you might be asked. You should also prepare some questions you wish to ask your interviewers.

Your teacher will organise a mock interview, or you might have an actual interview arranged for work experience. You will need to include an observation record and recording which details your performance at the interview.

Following the interview, produce a realistic career development plan for yourself. To do this, you should:

· research careers or jobs that you are interested in

· identify the skills, knowledge and qualifications required for these roles

· produce a plan for developing the necessary skills and knowledge, identifying the likely timescales for gaining qualifications, etc.

Write a reflective account of your performance at the interview – what went well and what didn’t go so well. You will also receive feedback from your interviewer about your performance in the interview. Use this to support an evaluation of the suitability of your career development plan.


	Evidence you must produce for this task
	· Observation record

· Audio or video recording of interview
· Reflective account

· Personal career development plan

	Criteria covered by this task

	To achieve the criteria you must show that you are able to:
	Unit
	Criterion reference

	Provide appropriate responses to interview questions for a specific job role.
	8
	2C.P5

	Produce a realistic personal career development plan.
	8
	2C.P6

	Demonstrate prior research and preparation when providing appropriate responses to interview questions for a specific job role.
	8
	2C.M4

	Produce a realistic personal career development plan showing independent research and planning.
	8
	2C.M5

	Evaluate the suitability of a realistic career development plan using interview performance feedback and own reflection.
	8
	2C.D3

	

	Sources of information
	Textbooks
Bentley, P, Carysforth, C, Chandler-Corris, L, Glencross, K and Nield, M (2012), BTEC First Level 2 Business Student Book, Harlow: Pearson, 978-1-44690-136-6.
Websites

www.gov.uk/browse/working
Help and advice about finding jobs.
www.nationalcareersservice.direct.gov.uk
Guidance and information on jobs and careers.
Note to assessors

We are committed to ensuring that teachers/tutors and learners have a choice of resources to support their teaching and study.

We would encourage them to use relevant resources for your local area such as local employers, newspapers and council websites.

Resources from various publishers are available to support delivery and training for all Pearson and BTEC qualifications so that learners and teachers/tutors can select those that best suit their needs.

Above are some examples of textbooks and websites. Further useful resources may be found at www.edexcel.com/resources/Pages/default.aspx.

	


	If you have not achieved the Level 2 criteria, your work will be assessed to determine if the following Level 1 criteria have been met. 

	To achieve the criteria you must show that you are able to:
	Unit
	Criterion reference

	Produce a job description for a specific job.
	8
	1B.3

	Produce, with guidance, a curriculum vitae and letter of application to apply for a suitable job role.
	8
	1B.4

	Provide some appropriate responses to interview questions for a specific job role.
	8
	1C.5

	Produce, with guidance, a personal career development plan.
	8
	1C.6
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