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REC Level 4 Diploma in Recruitment Management Unit 4-1 Examination

Principles of Recruitment Sales

REC Level 4 Diploma in Recruitment Management 

RECTC 4-1 – Principles of Recruitment Sales

Past exam paper
Time allowed:  60 minutes

50 marks

· Students are required to answer all questions

· Marks allocated to each unit and question are clearly shown 

· Where appropriate bullet points can be accepted

· Do not penalise students for grammatical/spelling errors

· Annotate the MS where additional, relevant answers are given by students

· Mark in red ink

· Ring totals for each of the questions and transfer to front cover

· Indicate you have seen each and every page by marking in red ink

· Do not add personal comments about student performance

· Alert REC to any suspicion of collusion, dyslexia or other problems

· Keep an independent record of student marks in case of mislaid scripts

· Alert REC to any comments, notes etc., in script from student
You are a Senior Recruitment Consultant with Ashley Stubbs & Mullen Ltd (ASM), a privately owned consultancy set up in 1990 by three former directors of Sizemore Cullen BioTech plc.  The consultancy grew rapidly, quickly gaining a strong reputation as a result of its work for venture capital funded biotechnology and related start-ups.  At the time, this was a niche sector and ASM was able to position itself strongly.

Since the turn of the new century, the consultancy has expanded into new sectors and, despite the global recession, ASM continued to grow organically, establishing itself as a major player in the European market.  

Your own career has seen some positive progress.  After graduating with an honours degree in Biotechnology, you joined the sales team of a leading technical publishing company, where you worked in various roles in Berlin, Barcelona and finally in Paris.  You enjoyed considerable success, but opted for a change of direction and, in 2012, applied for a recruitment consultancy role with ASM.  

You are now a Senior Manager and have personal responsibility of managing a team of consultants dealing with public appointments, including local and national government roles. You are generally regarded in the industry as a ‘high flyer’. You are hoping to join the board of ASM before too long. You have been transferred to manage ASM’s Madrid office for six months, where sales have not been on target.  You are sure that this is a test of your ability as a senior manager.

You have a few tasks to complete before you depart for Madrid, including presentations to newly hired trainee recruitment consultants.  You get a call from Bob Ford, the charismatic Chair of ASM who joined the company two years into its life cycle and who is largely credited with much of its growth. Ford has continually resisted calls to float the company, claiming he sees no reason to go through that process.

Bob tells you that a document has arrived from the Delos Regional Health Authority (Delos RHA) containing tender documents that he needs you to deal with.

1. Ford sends the paperwork to you and you see the words ‘ITT – Delos Regional Health Authority (Delos RHA)’. You recall that six weeks ago, your team completed a PQQ (Pre-Qualification Questionnaire) so you are pleased to see progress has been made.

a) Other than financial results, give three pieces of information that you may have included in the PQQ that you returned to Delos RHA.

(3 marks)

Award 1 mark for each of three from the following:

A
Environmental Policies








(1 mark)

B
Historical capability to supply workers






(1 mark)

C
Health & safety policies








(1 mark)

D
Accreditations and memberships







(1 mark)

E
Compliance regime








(1 mark)

F
Company statement








(1 mark)

G
Evidence of customer satisfaction







(1 mark)
R
Accept any reasonable answer







(1 mark)

(AC 3.2)
b) You read through the ITT documentation you have received. You know that you need to consider who your competition is likely to be, as well as how you compare in terms of strengths and weaknesses.  
Briefly describe one key point that you should consider at this stage.















(2 marks)

Award up to 2 marks for an appropriate answer along the lines of:

A
Is the contract the right size for my business? Consider the implications 


(2 marks)

if a contract is over 25% of turnover – buyers will almost certainly check 

on the ability to deliver.

B
Will this clash with any existing or upcoming work? Resource

 


(2 marks)

Implications
C 
Cash flow implications.  Financial resources, including working capital, could 


(2 marks)


potentially be at risk.

D
Will we have to bid low to win?  If so, what are the further financial



(2 marks)


implications for the business? Profitable?
E
Can we respond to the ITT within the timescale given? Do we have the



(2 marks)

resources available to deal with the tender invitation itself?

R
Accept any reasonable answer







(2 marks)

(AC 3.1)
2.
You brief Elsie Hughes, one of the rising stars in your current team and who has been lined up as your successor.  You ask her to start work on the tender documentation while you deliver the first training session to your newly hired trainees (you make a point of calling them ‘students’). None of them has any sales experience.

a) You asked them to do some preparatory reading, including a look at the work of Robert Cialdini. You explain that Cialdini had identified six principles of influence that successful sales people possess.

Other than ‘Liking’, ‘Social Proof’ and ‘Authority’, give three of the ‘Six Principles of Influence’ identified by Cialdini.













(3 marks)

Award 1 mark for each of three principles of influence given from the following:

A
Commitment and consistency







(1 mark)

B
Reciprocity









(1 mark)

C
Scarcity







 


(1 mark)

(AC 1.1, 1.2)

b) One of the students asks you about Cialdini’s approach to ‘Social Proof’.  You say that this is an important issue when establishing credibility with clients.  

Outline two practical ways in which a recruitment consultant can demonstrate ‘Social Proof’ when talking to potential clients.












  
(4 marks)

Award up to 2 marks for each action to a maximum of 4 marks:

A
Emphasise the number of clients using your recruitment consultancy 



(2 marks) 

B
Present testimonials to prove the quality of work
 undertaken



(2 marks)

C
Encourage positive views about your work on social media networks 



(2 marks)

D
Effective use of case studies on the recruitment consultancy’s web site



(2 marks)

R 
Accept any reasonable answer







(2 marks)

(AC 1.1, 1.2)

c) The screen behind you shows the words ‘Emotional Intelligence (EI) and Emotional Quotient (EQ)’. You tell your students that Daniel Goleman identified several commonly held misconceptions about EI. 

Briefly describe two of these misconceptions.













(4 marks) 

Award up to 2 marks for each of two from the following, to a maximum of 4 marks:

A
It’s not about being gentle and nice to everyone - it does not mean just
 


(2 marks)

allowing feelings to flow uncontrollably



B
It is not fixed genetically.  EI/EQ is mostly a learned intelligence. EI/EQ
 


(2 marks)

changes as individuals develop and learn from experiences

R
Accept any reasonable examples







(2 marks)

(AC 1.1, 1.3, 1.4)

d) You are impressed at the desire to learn about Emotional Intelligence. 

Give two features of Emotional Intelligence (EI) that your students should be aware of.











(4 marks) 

Award up to 2 marks each to a maximum of 4 marks along the lines of the following:

A
The ability to recognise and regulate emotions in one’s own self and in others


(2 marks)

B
Empathetic relationships – the desire to understand and be understood


(2 marks)

C
Assertive communication








(2 marks)

D
Developing trusting and caring relationships, self-awareness and control 


(2 marks)

E
Managing feelings, controlling negative thoughts 





(2 marks)

R
Accept any reasonable answer







(2 marks)
(AC 1.1, 1.3, 1.4)

3.
The first session with your students ends and you are pleased at their progress in terms of knowledge about sales and sales behaviour.

a) You get back to your desk and check up on the status of the response to Delos RHA.

Elsie Hughes has been hard at work on this and has already sent you her draft for the tender document. You look at the structure of the document and see the following:

Executive Summary  (    Service Delivery   (                         (    Fees  (    Appendices

You immediately realise that something is missing.  

Identify the key part of the structure that Elsie has missed out, giving two points that it would contain.













(3 marks)
Award 1 mark for identifying Technical Expertise, and a further 1 mark for each of 2 points that may be included, to a maximum of 3 marks in total

A
Technical Expertise








(1 mark)

B
Recruitment processes to be used, including any tiered relationships, Master


(1 mark)


Vendor etc.
C
Recruiter organogram/organisation chart






(1 mark)

D
Process flow charts








(1 mark)

E
Use of any technical jargon the organisation is likely to use




(1 mark)

R
Accept any reasonable answer







(1 mark)

(AC 3.3)

b) Elsie is horrified at this omission, but most of her work has been thorough and comprehensive.  

You know that several consultancies are going to be tendering for this business and there must be no doubt about how you can satisfy the needs and expectations of the Delos RHA Procurement team. Elsie knows that she must be able to differentiate your consultancy from the competition.

Give one example of a differentiator statement for this recruitment tender.



                                                                                                       

 

(2 marks)

Award up to 2 marks for an appropriate differentiator statement such as:

A
Our consultants are all professionally qualified and have worked within health 


(2 marks)

authorities managing budgets in excess of £xx…per annum’ 




 

R
Accept any appropriate example of a differentiator statement



(2 marks)

(AC 3.4)

4.
With the ITT completed and returned, you and Elsie wait to hear from Delos RHA. 

a) You are delighted to hear that your recruitment consultancy (ASM) has been invited to make a presentation to the Procurement team and several line managers at Delos RHA. 

You ask Elsie to prepare for this important presentation and to make effective use of visual aids. You also remind her to apply the 10/20/30 rule.    

Briefly explain this rule.







(3 marks)

Award 1 mark for each part of the 10/20/30 rule given from the following:

A
10 slides








 

(1 mark)

B
20 minutes









(1 mark)

C
30-point font only to be used. (If there is not enough room you are probably


(1 mark)

saying too much!)











R
Accept any reasonable explanation







(1 mark)
(AC 3.4)
b) Meanwhile, your Chair, Bob Ford, is on the phone again, whilst Elsie makes the final preparations for Delos RHA presentation.  One of your colleagues, Ro Botič, has been taken ill and Bob asks you to stand in for her at a meeting with the HR Director of Futureworld CGI Ltd.

The extensive notes that Ro had made from the previous discussions with the client arrive in your inbox. You have complete faith in Ro’s judgement and note that she identifies this client as an Analyser (Analytical, blue) buyer.  You start to go through the history of the relationship.

What preparation should be made for the meeting with this type of buyer?

    

(4 marks)

Award up to 2 marks for any of the following points to a maximum of 4 marks:

A
Contact the buyer in advance of the meeting to see if she requires any



(2 marks)

relevant or specific information in advance of the meeting




B
Ensure you have proof that your service is of a high standard – analyser 


(2 marks)


buyers will look for evidence-based data and evaluations so you put your 

statistical head on


C
Competency and quality control is essential to her – prepare information


(2 marks)

and charts/tables of relevant data and/or metrics


R 
Accept any reasonable answer







(2 marks)

(AC 1.1, 1.2, 2.1, 2.3, 2.5)
c) After a few changes to your diary, you arrange to meet up with the HR Director at Futureworld CGI Ltd.  She tells you that the main project she had been discussing with Ro has been placed on hold for three months, but she does have an urgent requirement at their production centre in Cambridge, where they manufacture specialist components for industrial automatons.
She tells you: 

“My present supplier, Luke Serck and Phind Staffing, has let me down big time.  They cannot supply the people I need.  I have a new order from a film studio in the USA, but I cannot complete this work unless I get five additional skilled production operatives. I need them to start in two weeks and they will be required for three months”. 

“I expect each worker to be able to produce 2,000 automaton sync units each week, which is slightly less than our own people are required to do. I did discuss this with Ro and agreed the rates when we met last month, although at that time we had not finalised the order with the studios. I just want things to be plain and simple, with one consolidated invoice from you each week.  We will pay you 30 days from the date of the invoice.”

You are confident that you can supply, having read the comprehensive notes that Ro made. She had even included travel costs in her quote as she has the candidates already lined up from a neighbouring town, but you will need to provide transport.

Describe how each of the SMART headings can be applied to this order.






(5 marks)

Award 1 mark for each description given against the relevant heading to a maximum of 5 marks:
	
	Heading
	Description
	

	S
	Specific
	5 skilled production operatives
	1 mark

	M
	Measurable
	Each to produce 2,000 automaton sync units  per week
	1 mark

	A
	Attainable
	Candidates from a nearby town on standby/need transport
	1 mark

	R
	Relevant
	Staff are required to fulfil this order
	1 mark

	T
	Time based
	Staff needed in 2 weeks, for 3 months
	1 mark


(AC 1.1, 1.2, 2.1, 2.5)
d) Just as you are about to leave the client, the HR Director says that Ro had sent her details of a candidate for another job, an Automaton Flange Design Engineer, and she had interviewed the candidate yesterday morning.  She says:
“I like him a lot and have made him an offer which has been accepted”.

Your standard terms show a fee of 20% of salary for this level of appointment with VAT being charged at the standard rate. Invoices are raised on the candidate starting work with the client.  You make a note of the VAT Registration number to pass on to your accounts department.

The following morning, you call the candidate to offer your congratulations and he tells you that he plans to start on the 1st November.  He has accepted an annual salary of £50,000.  You know that the candidate can expect to take home around £42,500 after tax and deductions.


What is the net invoice value and when should the invoice be raised?


(4 marks)

Award 2 marks for calculating the fee correctly and a further 2 marks for the invoice date:

A
Fee of £10,000 calculated as 20% of £50,000 





(2 marks)

B
The invoice can be raised at any point after the candidate starts



(2 marks)

(i.e. 1st November onwards)


NB 
no marks to be awarded for references to VAT on the invoice as this is not required
(AC 1.1, 2.6)
5.
a) 
The following day, you head straight back to the training sessions with your students. One of them asks about the importance of ‘listening’. You describe the levels of listening that recruiters and sales people need to be aware of.  You talk about ‘Active’ and ‘Superficial’ listening.

Identify and briefly describe the other level of listening.



(3 marks)

Award 1 mark for correctly identifying the level and up to 2 further marks for the description, up to a maximum of 3 marks, along the lines of:

A
Level 2 - Passive









(1 mark)

AB
The listener picks up on the content and takes notes 





(2 marks)

AC
The inner dialogue (for instance): “they need two CNC machinists – what 


(2 marks)

programme do they need to know?”

AR
Accept any reasonable explanation of Level 2 Passive Listening



(2 marks)

(AC 1.1, 2.1, 2.4)
b) Your final session covers a review of the sales style adopted by your recruitment consultancy (ASM). You explain that this always reflects the consultative nature of the relationship with your clients.  One of the students suggests that there is no place whatsoever for the Push style of selling as it is aggressive, unprofessional and inappropriate.

Give two situations you may encounter where the Push style of selling is acceptable.












(4 marks)

Award up to 2 marks for each of two situations given to a maximum of 4 marks:

A
Useful in one off sales / sales with low margins





(2 marks)

B
May be appropriate for small assignments






(2 marks)

C
Appropriate where price-based buying decisions will be made

 


(2 marks)
D
Useful when there are short lead times for buying decisions




(2 marks)
E
May be appropriate in emergency situations, where quick decision and 


(2 marks)

solutions are required.

R
Accept any reasonable explanation







(2 marks)
(AC 1.1, 2.1, 2.2, 2.3, 2.4, 2.5)

6.
Several weeks later, you are working in your new office in the Edificio Picasso, in the heart of Madrid’s Central Business District. You get a video call from Elsie Hughes who tells you that the Contracts Director at Delos RHA has just sent her an email to say that the tender has been successful.  You tell Elsie that she should be proud as she did a great deal of work on the tender.

Elsie has already set the wheels in motion to handle the work, but first, you suggest that she contacts them to get feedback on your tender.  Elsie seems surprised.

Briefly explain the importance of getting feedback after the final decision has been made.













(2 marks)
Award 1 mark for each valid point made to a maximum of 2 marks for answers such as:

A
Win or lose, you learn the strengths of your proposition




(1 mark)

B
Win or lose, you learn where your weaknesses are in relation to your
competitors

(1 mark)
C
Feedback will be a two-way process and you can identify any issues which caused

(1 mark)

specific difficulties









D
Constructive feedback helps you stay on top of your game at all times



(1 mark)

R
Accept any other reasonable explanation






(1 mark)

(AC 3.5)
(Total: 50 marks)

END OF QUESTIONS
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