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Activity 1D 

Estimated Time 20 Minutes 

Objective To provide you with an opportunity to obtain support for policies and 

procedures from senior managers; and to communicate policies and 

procedures to relevant staff and provide training if required. 

Activity How do you formulate recruitment and selection policies and procedures 

in organization? What do you need to consider formulating these policies?  

 

Formulation of recruitment and selection policies include the follow steps 

involved: 

 

 Job vacancy 

 Job Analysis 

 Attracting Candidates 

 Screening Applications 

 Interviewing Candidates 

 Selecting and Appointing Candidates 

 Induction and Training 

 Employee Evaluation 

 

We need to consider four major things: 

 

1. Vision and mission of organization 

2. Strategies for future sake 

3. Financial budget 

4. Requirement for internal needs 

 

 

 

One of the legal requirements is to stay away from discrimination and letting 

everyone equal and just opportunity: 

 

 Age 

 Gender 

 Sexual Orientation 

 Political Views 

 Disability 
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To be effective in this position, your application ought to incorporate an 

introductory letter, you will require fantastic relational abilities, time the 

executives, have an eye for detail and have a pledge to excellent results.  

 

In particular, you will be certain, energetic and pleased to help the day by day 

exercises of others to accomplish positive results for the group and clients  

 

 

Next, explain how does this document, support organisational policies and 

procedures? 

 

 

This document support the organizational policies and procedure in the 

following ways: 

 

1. The minimum qualification needed for the job. 

2. Skill of strong communication skills. 

3. Capability to coach and influence people. 

4. Management guidelines. 

5. Legislative and industrial trainings programs. 

6. Multitasking 

7. Working rights in Australia 

8. Past experience for less expenditure on new recruits. 

9. Relationship management role is also needed and has been drafted in 

the document. 

10. The sound understanding of employment and workplace relations. 

 

 

 

 

 

 

 

 

Activity 2A 

Estimated Time 15 Minutes 

Objective To provide you with an opportunity to determine future human resource 

needs in collaboration with relevant managers and sections. 

Activity Read the Case Study in section 2.1 of the Learner Guide. 

Please suggest what ASIO could have done to ensure that their recruitment 

and selection choices matched their current and future needs. 

 

International Editor of the Sunday Age, “ASIO is putting young, inexperienced 
officers in senior jobs, as the domestic spy agency struggles to absorb an 
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d. Affecting Reputation 

 

In the event that you have an awful recruit in the blend, you should screen your notoriety 

near ensure this individual isn't causing a terrible encounter for the remainder of your 

group. As opposed to losing constantly and cash related with making a terrible recruit, 

whenever you have to enrol, take as much time as is needed and guarantee you're getting 

the ideal individual. Screen your online notoriety near observe the thing others have said 

about your workplace, and be genuine about what your organization needs to take a shot at 

during the meeting procedure. 

 

 

DeLeon, M. (2015). What Really Happens When You Hire the Wrong 

Candidate. [online] Entrepreneur. Available at: 

https://www.entrepreneur.com/article/244730. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Activity 2D 

Estimated Time 15 Minutes 

Objective To provide you with an opportunity to ensure advertising of vacant 

positions complies with organisational policy and legal requirements. 
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4. Ask employees to review employee handbook or policy manual 

5. Provide training where required. 

6. Request employee sign-off 

 

One brief example can be to give representatives an opportunity to pose 

inquiries. Disperse the finished handbook or manual to staff, either in a 

printed version or encourage them how to get to the record electronically. 

Request that workers give criticism on improving the archive. 

 

 

 

 

5. Why might you need to update a recruitment document? 

 

As recruitment document has dates, rules and regulations of the company 

and the country which are not constant but are variable from time-to-time 

and therefore it is necessary to update the document to get approval of 

rights and duties in best possible ways. 

 

After an episode, it's a smart thought to do a question to ensure the arrangement 

had the proposed impact. Look at the subtleties of the occurrence to check 

whether representatives completed the systems appropriately. What's more, 

hope to check whether there were any holes in preparing or worker 

comprehension of the approach.  

 

This will assist you with deciding if you have to amend the strategy being 

referred to.  

 

Few out of every odd strategy infringement should bring about clearing 

arrangement changes. Here and there it's a disengaged occurrence, requiring 

extra preparing or remediation for the workers in question.  

 

In any case, at times, particularly if there are numerous episodes in a similar 

zone, the issue might be that the strategy is obsolete, confounding, or requires 

expanded preparing. 

 

 

 

6. What is the procedure for staff training in your workplace? 

 

 

I work in a security company and we are trained by two ways: 

 

1. Online induction is carried in which competence is boosted about 

security measures and certain or rapid actions. 

2. On hand training in conducted by an experienced person who tells each 

and every aspect of the working by doing himself and then after 2 or 3 

days the trainee is able to work as a solo. 

 

Before this procedure we need to have a mandatory Certificate II in 

Security Operations. The subsequent advance is enlistment into the security 

tasks course. When all is said in done, the Certificate II in Security 

Operations course offers the vital aptitudes and information to work in the 

security business. In this course, you find out about the jobs and obligations 

of the security monitor alongside the essential abilities to battle genuine 
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circumstances. Besides, the span of the security course is 17 days. In any 

case, you have to effectively finish your Certificate II in Security 

Operations course preceding applying for a Security License. 

 

Small Business - Chron.com. (n.d.). Procedures in Training 

Employees. [online] Available at: 

https://smallbusiness.chron.com/procedures-training-

employees-42799.html [Accessed 30 May 2020]. 

 

 

 

 

 

7. Why informing unsuccessful applicants of their results is important? 

 

The applicants are waiting for the results and if the disclosure is not made into 

action then it can have detrimental impact on: 

 

1. Company’s reputation 

2. Possible clash with the state regarding disclosure policies 

 

Giving criticism to a fruitless occupation candidate can be a troublesome 

procedure to explore," recognizes Conway. "It requires an extraordinary degree 

of affectability as you are telling someone that an occupation - conceivably their 

fantasy work - isn't for them, and that they have, somewhat, fizzled. This is 

absolutely what number of ineffective employment candidates feel, regardless 

of whether it is valid or not."  

 

Be that as it may, in spite of the distress in giving fruitless applicants criticism, 

spotters can separate themselves and their association on the off chance that 

they make the generally remarkable stride of giving useful input to competitors.  

 

Look for inquire about has revealed that a little more than two of every five 

Australians (43%) have gone after a position and never heard back from the 

hirer. Higher pay workers (those procuring $83k and over) were essentially 

more averse to 'not hear once more from the hirer. 

 

www.tpp.co.uk. (n.d.). How to reject candidates without turning 

them off your brand -. [online] Available at: 

https://www.tpp.co.uk/employers/recruitment-

advice/interviewing/how-to-reject-candidates-without-turning-

them-off-your-brand [Accessed 30 May 2020]. 

 

 

 

8. Why Employment Contracts is important? 
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There are generally seven reasons which depict the significance of employment 

contracts: 

 

1. Job security for employee 

2. Labour certainty for employer 

3. Understanding of duties for both employee and employer 

4. Key to protect the rights of employee 

5. Helps in maintaining trade secrets or confidentiality for employer 

6. Record and allowance of leaves/days off for staff 

7. Resolution of Disputes 

 

 
 

Business contract gives great reason for better connection between 

representative and boss. The two gatherings have thought regarding desire 

from one another. For representatives, they will be entitled, just as the cash 

that they can hope to win. In case of a work council, in the event that a 

business is found to have not given a total agreement, at that point it could 

be fined as long as a month's compensation.  

 

Agreement is can be similarly as fundamental to organizations for manager. 

There are various provisos that can be embedded into an agreement so as to 

ensure a business' advantages – Purpose of agreement of Employment is to 

prevent workers from setting up rival associations, poaching your staff, 

taking important prized formulas or in any event, recovering unintentional 

over instalments. 

 

www.go1.com. (n.d.). Why Employment Contracts are Important 

for Your Business. [online] Available at: 

https://www.go1.com/en-au/blog/post-employment-contracts-

important-business [Accessed 30 May 2020]. 

 

 

 

9. Why new staff may need additional support? 

 

A. Acceptance can aid social change  
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seems like your place of business, maybe it's an ideal opportunity to hop off 

this damaging carousel. 

 

 

 

Geelong Recruitment Agency | SJ Personnel. (2016). SJ 

Personnel. [online] Available at: 

https://sjpersonnel.com.au/poor-induction-process-whats-

effect-business/. 
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