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Preface
As students of the CHN we were required to make an assignment, the theme of the assignment was to describe and work out the entire flow through the company, so from the job analysis and recruitment to the dismissal of the employee.

We could manage to do this assignment in the given time, every member chose his part and we managed our time to meet three times a week. And we didn’t face any problems while doing this assignment.

Finally we would like to thank our module coordinator Mrs. Marina Gregoric for helping, supporting and advising us on doing our assignment; also we would like to thank Ms. Iris and Mrs. Swati for there support.  

Abstract
Freeman International Company is looking to hire an employee as a Human Resources Manager. After receiving the candidate's C.Vs they will go through the recruitment process, then through testing and selecting, Followed by orientation program, last but not least training if needed and finally dismissal.
Introduction

The aim of this part is to introduce the first part of the module assignment which is managing the HRM process.
The assignment's aim is to go throw the process of hiring a new human resources manager.
Freeman is a large company in kitchen supplies for hotels and restaurants, supplying anywhere in the world. This company has employees more than 3,500 people in 26 countries. For their headquarters in Geneva, central Europe, the company is looking for a human Resource Manager who will have leadership over personnel business on the European Continent.

Freeman International has started an internal procedure to get the position filled. At this moment, three candidates have applied for the job.

The assignment progress goes as following:

· Execute a job analysis;

· Describe the recruitment process;

· Explain the role of testing and selection within the recruitment process;

· Describe training techniques;

· Describe dismissal/resignation;
· Conclusion.
Job analysis
Freeman is a large company in kitchen supplies for hotels and restaurants, supplying anywhere in the world. This company has employees more than 3,500 people in 26 countries. 
Steps of the job analysis

First of all create a draft listing of important job components and associated knowledge/skills/abilities (competencies) by reviewing classification documents, job specifications, and other records describing the job and benchmarking other states and/or federal agencies. Job components are major activities, duties, functions, or responsibilities involved in performing the job.
After that interview a sample of incumbents (conduct job audits) to verify and expand upon the draft of important job components and competencies. 
Next will be create a second draft of important job components and associated competencies based on the interviews.
Followed by having subject matter experts review the second draft, and contribute additional information. 
Then create a third draft of important job components and associated competencies based on subject matter expert input.
After that a job analysis questionnaire from the third draft and distribute it to a representative sample of incumbents. The purposes of the questionnaire are to verify the accuracy of the information, to assess the relative importance of each job component and competency with respect to successful job performance, and to determine whether the competencies are brought to or acquired on the job. 
Followed by creating a final draft of essential job components and linked competencies based on the compilation and analysis of completed job analysis questionnaires. Some competencies may link to multiple job components.
Last but not least determine appropriate testing tools for assessing the competencies.
Finally Having subject matter experts review and approve the results.
Elements of job description

1. Position title. (Human Resources manager)
2. Position to which the position reports. 
3. Summary of the position's overall duties. 
4. Required and/or preferred educational level. 
5. Required and/or preferred experience and qualifications. 
6. Heading that allows managerial flexibility. 
7. A bulleted or numbered listing of the key duties for the position. 

8. Subheadings to describe various areas of the job (i.e., Daily Duties, Reimbursement Responsibilities, Supervisory Responsibilities). 
9. Description of supervisory responsibilities, if applicable. 
Job description

Job description is list of the general task, or function, and responsibilities of a position.
	Freeman International


	Job Description


	
	Name:          


	Title: Human resource manager, full time. 


	Pay Range: Q.R 12000.  


	Date: June 12, 2005. 

	Job Analyst: Hisham Al Haji. 

	Report to: HR department. 


	
	Job Summary: Interview, hire, test, fire, train, gives vacations and test old and new employees, Schedules appointments, and gives orientations. 

	
	Duties and Responsibilities (modified by job incumbent and supervisor) 


	
	· Greets new employees and directs them to appropriate individual. 


	· Answers telephone and provides information/assistance or routes caller to appropriate staff member. 


	· Composes and types routine correspondence and memoranda using word processing software. 


	· Compiles and types statistical reports including tables and text using spreadsheet software. 


	· Operates fax machine. 


	· Establishes and maintains permanent files; files and retrieves files as requested. 


	· Performs other related duties as required. 


	
	Knowledge, Skills, and Abilities (established by supervisor (


	
	· Knowledge of modern office procedures and methods including telephone communications, office systems, and record keep INF. 


	· Knowledge of modern business communication, including style and format of letters, memoranda, minutes, and reports. 


	· Skill to use a personal computer and various software packages. 


	· Skill to type 30 words per minute. 


	· Ability to establish priorities, work independently, and proceed with objectives without supervision.

	· Ability to handle and resolve problem.

	
	Credentials and Experience (established by supervisor)


	
	· At least one bachelor degree in Human Resource Management.


	· At least 5 years of experience in Human Resource Management.

	
	Special Requirements (established by supervisor) 


	
	· Willing to work overtime, holidays, and weekends as requested by Office Manager. 


	

	

	

	

	

	


In conclusion the aim of this part was to make a HR description including job analysis and elements of job description.

Recruitment process (Application interview)
Steps for recruiting and selection process

Recruit Candidates
The following is a general overview of Freeman recruiting process.  The recruiting process consists of the following steps.  Each step depends on successful performance in the preceding stages; failure to complete one stage will result in the removal of the candidate.  In certain circumstances the number and order of these steps may vary.

 Assessment of Honesty, Integrity and Ethics are an integral part of the selection process and the information you provide throughout the process will be scrutinized closely.  Dishonesty, deceit, or non-disclosure of information can result in your removal from the process.

1- Request for Application - in writing with resume and cover letter which demonstrates how you meet or exceed the basic requirements
2-Submission of Complete Application Package – MUST include all requested documents as outlined in the application package.  Incomplete packages will not be processed.

3- Review of Application Package – by members in the Human Resources Department. 
4- Personal Talent Report (assessment of a candidate's ability to do the job of HRM, based on job requirements)
5- Language Proficiency Index Examination.
6- Screening Interview.
7- Offer of Employment.
Elements of application interview
This Applicant Interview Guide is intended to assist in employee selection and placement. If it is used for all applicants for a position, it will help you to compare them, and it will provide more objective information.
	Freeman International


	Application Interview


	Name: ……………………………………


	Position applied for: Human resource manager.


	
	What do you think the job (position) involves?


	
	 Why do you want the job (position)?


	
	Why are you qualified for it?


	
	What would your salary requirements be? 


	
	What do you know about our company?


	
	Why do you want to work for us?


	
	Current Work Status


	Are you now employed? Yes, No. 


	
	If not, how long have you been unemployed? 


	
	Why are you unemployed?


	
	If you are working, why are you applying for this position?


	
	When would you be available to start work with us?


	
	Work Experience


	Dates of employment: from………………………..to……………………………..


	
	Current or last job title


	
	What are (were) your duties?


	
	Have you held the same job throughout your employment with that company? 


	Yes, No. 


	
	If not, describe the various jobs you have had with that employer, how long you held each of them, and the main duties of each.


	
	What was your starting salary?


	
	What are you earning now?


	
	
	What did you like most about HRM job? 


	
	What did you like least about it?



	

	

	

	

	


Forecasting personnel needs
Forecasting personnel needs is the process of deciding what positions to fill, and how to fill them.

All new external candidates at freeman will go through forecasting to develop the employment plans, thus we are doing forecasting only for external candidates.
The method that freeman international follows for forecasting is computerized software program. The data we need to forecast for is labor hours required to produce one unite of product. The human resource manager have to realize that freeman international workers  are required to work for 9 hours a day, 6 days a week, 11 months a year. 
One of the HR manager is to forecast the personnel needs the company's workers are 3500 worker working nine hours to make one unite of product.

In the next tow years we are expecting to become from 3500 worker to 3100 by the cases of firing and employees leave, for that reason we need to hire 400 new employees to fill the space.

The aim of this part was to mention the steps and elements of recruiting and selection process and finally forecasting personnel needs.
Orientation program (performance interview)

Employee orientation is a procedure for providing new employees with basic background information about the firm.

Elements of performance interview
1-Defining the job

At this stage we have to make sure that the employee agrees on his/her standards and duties for HRM.

2-Appraising performance

Now we have to compare the three candidate's performance to HR standards that we have set.

3-Feedback sessions
Finally the candidate and the interviewer discuss the candidate's performance and then making plans for improvements.
Performance methods
Freeman international will use performance analysis as the process of verifying that there is a performance deficiency and determining if such deficiency should be corrected through training or through some other means for example transferring the employee. We also compare the person's performance to what it should be.

New employees receive employee handbooks which will explain all the needed information about working like working hours, salaries and so on.
Orientation

The steps that will be followed in the orientation meetings
1. Explain the job thoroughly, step by step and Establish quality standards. Also deliver the handbooks.
2. Discuss the work schedule. 
3. Start a little routine work during the first day.
4. Provide machine orientation time, and give help as needed.
5. Explain the use and storage of materials and supplies of the company.
6. Give the worker time to become familiar with the system and any of the company’s materials.
Orientation Program
	Time
	 Room AZ115
	 Room AZ116
	 Room AZ07

	


	14.45 - 15.00
	 Welcome by Hisham AL Haji
	 
	 

	
	
	
	

	15.00 - 15.40
	 Deliver hand books
	 Break
	 Explain the jobs

	
	
	
	

	15.45 - 16.25
	 Discuss the work schedule
	
	

	
	
	
	

	16.30 - 17.10
	 Start job 
	 Machine orientation
	 Break

	
	
	
	

	17.15 - 17.55
	 Materials and supplies
	 Break
	 Meeting party

	
	
	
	

	17.55 - 18.00
	 Closure
	
	


Human resource manager MUST fill the orientation check list shown below for each new employee.

	Freeman International


	NEW EMPLOYEE DEPARTMENTAL ORENTATION


	NAME:


	HIRE DATE:


	JOB TITLE: HR manager


	
	
	Topic                            

Comments

1. HR information

a. Attendance Procedures, Work Time and Attendance Policy.

b. Job Description Review.

c. Annual Performance Evaluation and Peer Feedback Process.

d. Appearance Requirements.

a.

b.

c.

d.

2. General information

a. Organizational Structure and Department Core Values Orientation.

b. Freeman international Policies and Procedures

c. Customer Service Practices

d. Tours.

e. Equipment and Supplies used.

f. Mail and Recharge Codes.

a.

b. 

c. 

d.

e. 

f.



	

	

	

	


The purpose of this part was to explain the elements of performance interview and performance methods as well.
Dismissal (exit interview)

The exit interview is an interview given to a departing employee. This is usually done for employees that voluntarily quit instead of those that are fired or laid off.
Grounds for dismissal

1. Unsatisfactory performance: persistent failure to perform assigned duties or to meet prescribed standard on the job, which means that the employee is not good enough to carry out the allocate obligations. 

2. Misconduct: is a deliberate and willful violation of the employer's rules and may include stealing, rowdy behavior, and insubordination. In other words, it is the bad behavior that the employee could do on purpose, like pinching or cheating.

3. Lack of qualification: For the job, it refers to an employee's inability to do the assigned work although he or she is diligent. This means that some employees who have limit skills knowledge cannot perform some specific tasks, even if they were very assiduous and hardworking. 

4. Changed job requirements: refers to an employee's inability to do the work after the nature of the job has changed. For example, if a restaurant owner decided to change his restaurant cuisine from Italian to Chinese, then of course he should replace his perfect pizza's makers with perfect sushi's makers. 
Steps of exit interview
First of all a warning letter will be given to the employee wither he/she is fired or wants to leave. After that an interview invitation will be given to him/her. Finally the final exit interview
	Freeman International

	
	To:

	Ali Ahmed Ali

	
	
	Date: 15th of November 2006


	
	FIRST WRITTEN WARNING


	
	
	
	This letter is to confirm the company’s decision to issue you with a formal written warning due to your poor work performance. 


	
	As discussed and agreed with you, the company feels that this warning should remain in effect for a three month period.

	
	Should this disciplinary matter not show signs of improvement in the short-term, the company may request a further disciplinary meeting at any time.  


	
	At the meeting, we set out the areas the company feel you need to improve within your role.  The company will monitor, and help to improve, your performance over the three month period.  We expect to see from you an acceptable standard of work inline with your job description.  Your immediate supervisor will give you regular advice and feedback.  


	
	You should take this opportunity to improve your performance and see it as the way forward in fulfilling your role within the company.  


	
	
	
	Yours faithfully


	
	
	
	Hisham AL Haji


	Personnel Department  


	

	

	

	

	

	


	Freeman International Company


	
	Exit interview

	
	Employee name: Ali Ahmed Ali


	
	
	
	1. What was most satisfying about your job? 

	
	2. What was least satisfying about your job? 

	
	3. What would you change about your job? 

	
	4. Did your job duties turn out to be as you expected? 

	
	5. Did you receive enough training to do your job effectively? 

	
	6. Did you receive adequate support to do your job? 


	
	7. Did you receive sufficient feedback about your performance between Freeman International reviews? 


	
	8. Were you satisfied with this company's review process? 


	
	9. Did this company help you to fulfill your career goals? 


	
	10. Do you have any tips to help us find your replacement? 


	
	11. What would you improve to make our workplace better? 


	
	12. Were you happy with your pay, benefits and other incentives? 


	
	13. What was the quality of the supervision you received? 


	
	14. What could your immediate supervisor do to improve his or her management style? 


	
	15. Based on your experience with us, what do you think it takes to succeed at this company?


	
	16. Do you have any question for me?



	

	

	

	

	


The reason for writing this part was to mention the grounds and steps of dismissal. 
Conclusion and Recommendations
The assignment's aim was to describe and work out the inter flow through freeman International from the job analysis to the dismissal of the employee.

The assignment progress went as following:
First of all we executed a job analysis, and then described the recruitment process, after that we explained the role of testing and selection within the recruitment process, next was describing training techniques, and finally describing dismissal/resignation, at the end a conclusion was given.
Recommendations
HR duties

1. Plan, develop and implement strategy for HR management and development (including recruitment and selection policy/practices, discipline, grievance, counseling, pay and conditions, contracts, training and development, succession planning, morale and motivation, culture and attitudinal development, performance appraisals and quality management issues)

2. Establish and maintain appropriate systems for measuring necessary aspects of HR development

3. Monitor, measure and report on HR issues, opportunities and development plans and achievements within agreed formats and timescales

4. Manage and develop direct reporting staff

5. Manage and control departmental expenditure within agreed budgets

7. Maintain awareness and knowledge of contemporary HR development theory and methods and provide suitable interpretation to directors, managers and staff within the organization

8. Contribute to the evaluation and development of HR strategy and performance in co-operation with the executive team

9. Ensure activities meet with and integrate with organizational requirements for quality management, health and safety, legal stipulations, environmental policies and general duty of care.
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Appendixes
Appendix A. Candidates C.Vs

C.V one

Curriculum Vitae
Personal details
Name: Ahmed Ali Ahmad.

Age: 40 years old.

Nationality: Qatari.

Address: House no. 60, Abo hamor, Qatar.

Resident phone number: 46733399.

Mobil phone number: 5227902.

E-mail: Ahmed@yahoo.com

Education and qualification

2003 International B.Sc degree in Hotel Management at the CHN University Holland campus.  
2000 until 20034 Diploma in business management at Qatar University.
Work Experience
Worked for 240 hours in customer service for Qtel Company.
Worked for two months in AL Raboah Restaurant in AL Wakra Street as a trainee.
Worked two times in the CHN University's magazine.

Worked in guest service at a summer camping course for one month.
Skills

Computer skills. (Internet, word, excel and power point)
Languages: English and Arabic.
Interests: Reading and sports.
C.V two
C.V

Personal details

Michel Blanc

5 rue de la Libération
76000 Rouen, France

e-mail: micheline@yahoo.fr 

33 years old

French

Education and qualifications

Bachelor degree in HR management at CHN Holland campus (level 'A').

Diploma in Plan, develop and implement strategy for HR at FUH in France. 
Work Experience

Four years as HR manager at Ritz Carlton France.

Two and half years as HR Manager at IBM Company.

Professional Skills
Computer skills.

Languages: French, English, Spanish, and some German
Interests: Sailing, skiing, scuba diving
Name and address of referee

Mr. Clark, Oasis Hotel, 26 Wharf Street, Southampton

Covering letter for C.V 2

Michel Blanc
5 rue de la Libération
76000 Rouen, France
michel_blanc@yahoo.fr

6th August

​

The Human Resources Officer Freeman International
Geneva, Switzerland

Dear Sir or Madam,


I am writing in reference to the position of HR manager.
Pleas find enclosed a copy of my CV outlining my background and qualifications for your consideration. As a Human Resources manager at a five star hotel I have experience in managing, hiring and controlling employees.

I am available for Interview a time and place of your convenience.

I can be reached at the above postal and email addresses or on 0033 1

5543 7574. I appreciate your time and consideration and I look forward to hear from you soon.

Yours faithfully,

Michel Blanc

Enclosures: CV
JOB DESCRIPTION QUESTIONNAIRE 
Name:_________________________________Date:___________________ 
Title:_________________________________________________________ 
Supervisor:____________________________Title:___________________ 
The following information will be used to help develop a position description for your position. Please complete the form giving as much detail as possible and return it to the HR, Operations. 
1. Summarize your major responsibilities. Why does your job exist? (List as many as you can.) 
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
2. List the regular duties you perform often and the percentage of time you devote to these duties. Place a "D" is you accomplish them daily, a "W" is weekly, and a "P" if you accomplish them periodically. List them in order of importance insofar as possible. 
(1)______________________________________________________________________________________________ 
(2)______________________________________________________________________________________________ 
(3)______________________________________________________________________________________________ 
(4)______________________________________________________________________________________________ 
3. List those tasks for which you are solely responsible. 
(1)_____________________________________________________________________________________________ 
(2)_____________________________________________________________________________________________ 
(3)_____________________________________________________________________________________________ 
4. List those responsibilities for which you have
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