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Level 3 Certificate in Recruitment Practice 
Coursework One
Unit 3-1: Understanding sales for recruitment
Unit 3-3: Understanding relationship management in recruitment
	Learner: 

	Telephone 1: 

	Company name: 

	Telephone 2: 

	Study Coach: 

	Date of submission:



	This coursework is a learning and revision tool that is an integral part of the course. The coursework is designed to aid your learning and should not be interpreted as a sample examination paper, not does it cover the full range of content that may appear in the examination.  

Do remember your Study Coach is there to help and will give full feedback on your coursework when it is returned to you. 

Please complete your answers to the coursework questions for units 3-1 & 3-3 using the table below and email the word document to your allocated Study Coach. You must ensure all 6 units are completed by the deadlines outlined in your Study Guide. 




	Unit 
3-1
	Understanding sales for recruitment


	Q. 1a
	You joined your present consultancy 18 months ago.  Your consultancy is involved in both permanent and temporary contract work, operating in all sectors. Your performance has been consistently good and you know that this has been recognised by your Manager, who has asked you to make a presentation to a group of trainee recruitment consultants. 

Your manager looks impressed when you suggest that you start by describing the recruitment sales cycle.  

You are about to start writing up your presentation when you get a call from Simon Carter, the Human Resources Manager at FixaPixa Graphic Design plc (FPGD).  One of your candidates had told you that FPGD were likely to need a number of additional staff, so you had made a point of contacting Simon on a regular basis over the last few months. You are naturally keen to take the call.  

Your Manager senses your enthusiasm, but asks you to ensure that you qualify the sales lead fully.
Briefly explain why it is important for any sales person to qualify sales leads, giving four sources of relevant information.
 (6 marks) 



	Answer
	Q marks awarded =    


	Q. 1b
	As you deliver your training, you cover the style of selling that you had used during our telephone calls and meetings with Simon Carter at FPGD. You emphasise that recruitment consultants need to adapt to different circumstances if they are to be successful.  
You describe the style you used as one where you listened actively, using a combination of open and probing questions to get a full understanding of the needs and issues faced by FPGD in order to agree a joint action plan for their recruiting requirements.  

You emphasise the policy of your recruitment consultancy is to move away from transactional selling to one where you act as both consultant and adviser to clients.
i) From the information given, identify the style of selling that you used with FPGD.
(1 mark)

ii) Give three reasons why you may opt to use this particular sales style.
(3 marks)



	Answer
	Q marks awarded = 


	Q. 1c
	During the next session, you introduce some of the tools and models that you use to support your work when selling recruitment services.  Once again, you refer to your dealings with Simon Carter at FPGD.
Using Porter’s Five Forces Model, give three factors that you would you need to take into account in terms of the bargaining power of FPGD.

 (3 marks)



	Answer
	Q marks awarded = 
 

	Q. 1d


	Things are progressing well and your trainee recruitment consultants appear to be making good progress.  You give them a more detailed briefing about your discussions with FPGD.
Simon Carter, the HR Manager at FPGD, had told you that there was going to be some expansion of their computer generated graphics section at their main UK office which is just a couple of miles away from your own branch.  Simon indicated that there would be a requirement for at least 10 specialist designers who would be working on CGI design projects ranging from animated films through to 360( architectural ‘walk-throughs’.  There is also likely to be a requirement for additional support staff, although you are waiting for Simon to contact you about this.  FPGD currently also has a CGI design office in Utrecht, but the company is considering consolidating all design work in one location.
He had also mentioned that FGPD had just acquired a 3D medical modelling business and it is a possibility that that this could be co-located with their main UK site – again, no final decision has been made on that as yet.  In Simon’s words, “it is all about the ability to hire and retain staff with the calibre that we need in what is a highly specialist, but competitive sector”.

Simon told you that he is working to a tight recruitment budget so price is inevitably going to be an important factor for FPGD.  You make it clear to your trainee recruitment consultants that Simon seemed interested in the information that you had given to him, particularly your knowledge of the local employment market, but you know he was also talking to others, including specialist recruiters with whom he has worked in the past.  

You introduce your trainee recruitment consultants to SWOT Analysis, a commonly used, but useful business tool.

Using the scenario given and applying SWOT:

a) Give the relevant heading and two negative external factors. 

 (3 marks)
b) Give the relevant heading and one, positive external factor.

(2 marks)



	Answer

	Q marks awarded = 


	Q. 1e
	The following day, you are back at your desk when you receive a further call from Simon Carter.  He is wanting some more information from you.  He says that he has always had difficulty in finding staff who have the right background and experience.
You need to describe your future actions on his behalf in terms of the use of features and benefits.  You know that it is essential that you are able to link these to the needs of FPGD.
Identify two possible features of your service, explaining how these can be of benefit to Simon at FPGD in this situation.
 (3 marks)



	Answer
	Q marks awarded = 


	Q. 1f

	You find yourself back in front of your trainee recruitment consultants for the final session in their sales training. You remind them that Simon Carter had mentioned that he did not have much flexibility in terms of his recruitment budget – in fact, his actual words to you had been:

“I just do not have the budget to cover this recruitment right now”.

You remember feeling a little deflated at that point, before your sales training and knowledge of the positive behaviour model kicked in.  
The display screens behind you show the first two parts of the response you gave to Simon:

“I know exactly what you mean, things are tough everywhere.

Let me ask you this: where do you normally get the budget from when an unexpected expense comes up?”

Give a scripted example of how you would complete your positive behaviour model answer to Simon.
(4 marks)


	Answer
	Q marks awarded = 


	
	(Unit 1 total = 25 marks)

Total unit 3-1 marks awarded = 


	Unit 
3-3
	Understanding relationship management in recruitment


	Q. 3a
	Your manager has asked you to continue with producing some introductory sessions for your trainee recruitment consultants.  In the meantime, you are keen to maintain your own networking activities and you are planning to attend the next breakfast meeting organised by the local Chamber of Commerce. 
The breakfast meetings take place on the first Thursday each month and often have interesting, topical guest speakers.  You note that the speaker this time round is Simon Carter, the HR Manager at FPGD whom you have been talking to for several months now. 

From the information given:
a) Explain two additional advantages of attending the Chamber of Commerce breakfast meeting.
(2 marks)
b) Outline two possible disadvantages of attending this breakfast event.
(2 marks)


	Answer
	Q marks awarded = 


	Q. 3b
	One of your colleagues Elaine Cobbett, needs to develop her personal brand and seeks your advice.  She tells you:
“I just don’t see what the difference is between our corporate brand and my own personal brand.  Surely, they are both the same?”

a) Explain to Elaine what is meant by the term ‘personal brand’.
(2 marks)

b) You tell Elaine that a Personal brand will consist of four elements, including ‘Marketability’.  Give two questions that Lisa could ask herself to assist her in promoting her personal brand.

(2 marks)



	 
	Q marks awarded = 


	Q. 3c
	Elaine tells you that she is recruiting some engineering staff for PikkaPakka plc, a company that manufactures specialist materials handling equipment for the food industry. Headquartered in Finland, the UK site is its principal manufacturing site and exports around the world.

Elaine knows that you have some good contacts at PikkaPakka plc, where you were personally involved in the appointment of several senior executives last year.  

You know that there could be some good business opportunities with this client as they have a very strong forward order book. Elaine is clearly excited by your comments, but you stress that she must develop a strong, consultative relationship with this client.  You tell her that this will help her to assist PikkaPakka plc in understanding the problems – and opportunities – in innovative ways, saving them time, money and effort in the longer term.  

Elaine is keen to learn more!

Outline three other benefits or added value (for either party) that result from a strong, consultative relationship. 









(6 marks)


	Answer
	Q marks awarded =  
 

	Q. 3d


	Elaine asks you about client profiles.  She tells you that her contact at PikkPakka is Jesper Olsen, the Production Manager, who joined PikkaPakka from their main competitor six months ago. 
Elaine gives you an outlines about his background and approach, describing him as a Technical Buyer.  She describes him as a Technical Buyer’, emphasising his commitment to efficiency, deadlines and staff welfare.  

From the information that Elaine gives you, give three reasons why you might suggest that Jesper Olsen should more appropriately be categorised as a ‘User Buyer’.

(6 marks)



	Answer


	Q marks awarded = 



	Q. 3e


	Elaine takes your comments on board, but she does update you on the requirements at PikkaPakka.  You know that the company has recently moved into a purpose built site near to your offices and that it has installed state of the art manufacturing equipment.  
A recent article in a leading engineering journal described PikkaPakka as “one of the bright lights and shining stars of the engineering sector – a true rock star organisation”.  The company was also featured in a television documentary where it was reported to be “a great company to work for, with fantastic employee incentives and offering continuity of employment to its dedicated workforce”.
Elaine says that there are good career opportunities for anyone joining the company, especially as the forward workload is looking good.  Salaries are, says Elaine, ‘average’, but an overall package including part-time and full time university training is being offered.  
From the information that Elaine has given you:

a) Identify the tool which Elaine should use to understand the aspirations of potential candidates for PikkaPakka plc. 

(1 mark)
b) Briefly describe how the last two headings of the tool you have chosen can provide clarity about candidate aspirations and motivation?

(4 marks)


	Answer
	Q marks awarded = 


	
	(Unit 2 total = 25 marks)

Total unit 3-3 marks awarded =
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