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Certificate in Recruitment Practice 

Coursework Three
Unit 3-4: Understanding recruitment operations
Unit 3-5: Understanding the recruitment market
	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 3-4 & 3-5 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 
3-4
	Understanding recruitment operations



	Q. 4a
	You are at the breakfast networking meeting at which one of your contacts, Simon Carter of FPGD, is speaking.  You look through the attendance list and see that Lucy Cannon is there.  Lucy is the Personnel Manager of Sue Bankitt & Runne (SBR), a leading firm of online corporate lending and property conveyancers, a business you are keen to work with.

You go over and introduce yourself. Lucy knows that you are a Member of the IRP (Institute of Recruitment Professionals).  She also notices the REC (Recruitment & Employment Confederation) logo on your business card.  She says it is fortuitous that you are meeting as she may have some job requirements in the near future.
Once Simon has finished his presentation, Lucy asks about your role in drafting advertising for your clients and you mention the AIDA motivation sequence.
Briefly explain what is meant by the first and last AIDA motivation sequence headings.
(4 marks)



	Answer


	Q marks awarded = 


	Q. 4b


	Lucy says that she has one particular job that she would be interested in having your thoughts on.  
“It’s urgent as the incumbent left suddenly last week.  We need a full time Approvals Manager to work in our niche business mortgage unit”.
This is a great opportunity for you to make inroads with a new client, so you make copious notes about the job, making sure that your conversation is not overheard – you do know that there are other recruiters at the breakfast meeting!

Lucy tells you:
“It really is quite a specialist appointment. We need an Approvals Manager, who will be based at our head office near Aylesbury. We need someone with good experience and knowledge of business mortgages”. 
An essential part of the role is to provide an analysis and appraisal of loan applications, particularly from small to medium sized businesses (SMEs).  As these are often owner managed businesses, it is vital that the appointed candidate has good personal communications skills and can act with discretion”. 
The basic salary is £65,000 to £75,000. I have to have someone who can cope with a demanding workload, is proactive and has the ability to work under pressure. The position reports directly in to Lisa Elliot, our Head of Corporate Lending.  Lisa is from New York, but works out of the London office. Lisa will have the final say on any recruitment decision for this job.  We think this is a really exciting opportunity.  There has been a lot of fallout in the corporate lending sector at this level post 2008, and we have taken the opportunity to invest in this specialist area of lending on both sides of the Atlantic”. 
“Candidates must have at least an Upper Second honours degree, ideally with an MBA and/or recognised banking qualification.  Career prospects are excellent as the company is anticipating solid year on year growth, including expansion into Germany, Spain and France. Oh, nearly forgot, we also throw in 30 days holiday plus statutory days each year, as well as a seriously good non-contributory pension”. 
Lucy has told you far more than you had anticipated and you agree to call her in a couple of days when hopefully you will get formal instructions to proceed with the recruitment of this role.

Meanwhile, when you get back to your office, you read through your notes.  Fortunately, you had highlighted some of the key points.   From the information underlined:

a) Other than the location and key duties of the role, give three points which would appear in the Job Description for this role, along with an appropriate heading.
(6 marks)

b) Other than the requirement for a graduate, give three points which would appear in a Person Specification for this role, along with your suggested heading in each case.
(6 marks)

	Answer
	Q marks awarded = 



	Q 4c


	You have just finished writing up your notes, when the phone rings.  Your Manager tells you he wants to review your personal targets and goals for the coming 12 months.

You are told that your consultancy is introducing individual KPIs (Key Performance Indicators).

Explain the use of KPIs and give two examples (other than sales revenue generated and service calls made) that could be used here.

(3 marks)



	Answer
	Q marks awarded = 


	Q 4d
	You are pleased when your Manager tells you that your performance has not gone unnoticed and you are now considered to be one of the ‘Rock Star’ Consultants on the fast track to promotion.  Not only that, you are to attend a the next ‘Rock Star Consultant Away Weekend’ in six weeks time.

He hands you some paperwork for the weekend, including a set of company accounts for a fictitious client.  He suggests that you do some preparatory work beforehand.  You start to feel under pressure, with your own personal fee targets, running a training programme and now this extra work, but you know that the end result could be very good for you.

You start to look at the information you have been given.  You have been asked to prepare a quotation to recruit a Sales Manager for the company at a salary of £40,000 per annum, with your fees calculated at 20% of salary (payable on joining).  You are given the following:
Total Sales - £9,300,000   

Total Liabilities - £650,000

Machinery - £120,000 


Computers/IT £50,000  


Admin Expense
- £65,000
Gross Profit Margin - 15%  

Cash at Bank - £190,000

Buildings - £275,000  


Total Assets - £1,600,000

a) Showing your calculations, what is the Net Assets figure?

(2 marks)

b) Give one way in which a cash flow analysis could help you to assess a business?

(2 marks) 
c) Using the information given for permanent charges, what will be the net value of your invoice for this recruitment work.

(1 mark) 

       

	Answer
	

	Q. 4e
	As you read through the paperwork for the ‘Rock Star Consultant Away Weekend’, you see that it helps to put you on a fast track to appointment as a senior manager or director of your consultancy.  
Other than workforce planning, give one way in which a director or senior manager can contribute to managing your consultancy’s own workforce.
(1 mark)



	Answer
	
 Q marks awarded = 


	
	(Unit 4 total = 25 marks)

Total unit 3-4 marks awarded = 


	Unit 
3-5
	Understanding the recruitment market



	Q. 5a
	Your presentations to the trainee recruitment consultants are going well.  

During a coffee break, one of the trainees, a qualified accountant who is working in your finance recruitment division, asks you about the REC.  You explain the role of the REC and mention that it has a number of dedicated sector groups. 
Give three of the benefits that your consultancy gains from participating in REC sector groups.
(3 marks) 



	Answer
	Q marks awarded = 



	Q. 5b
	You get back in to the training room.  The screens behind you reveal a picture of a purple cow.  
The trainee recruitment consultants look baffled, but it all becomes clear as the session progresses. You stress that producing a compelling, successful brand is something that is much sought after and essential for the development of all businesses. 
a) Identify two of the three ‘P’s traditionally used by marketing professionals in developing the marketing mix.

(2 marks) 
b) Briefly give two ways in which the ‘Purple Cow’ can replace traditional three ‘P’s of marketing.

(4 marks) 


	Answer
	Q marks awarded = 



	Q. 5c
	During your presentation, you make several references to your consultancy’s corporate brochures and describe these as part of the armoury of ‘marketing collateral’ that is available to you.

Again, you sense some unease in the room and it is clear that some of the trainee recruitment consultants are unfamiliar with the term ‘marketing collateral’.   

Explain what is meant by the term ‘marketing collateral’ and give two examples (other than web content, direct mail and business cards) that are often used by recruitment consultancies.

(5 marks)



	Answer
	Q marks awarded = 


	Q. 5d


	You then describe some of the ways in which business experts and academics have described brand characteristics over the years and add:

“What is really important is that our brand remains strong.  We need to have a brand that is credible and unique. We have to perform in line with the expectations of our clients – a job done well will help us to persuade the client to buy again”.
Briefly describe three other attributes of a strong brand.
(6 marks)



	Answer


	Q marks awarded = 



	Q. 5e
	After work, you meet up with some old friends who work as Estate Agents.  You get a little annoyed when they talk about the number of complaints that tend to be made against the recruitment industry. 

Always the diplomat, you say that you are aware of this and that you are proud that your recruitment consultancy is committed to the highest professional and ethical standards. You tell them that there are robust policies and procedures in place, ensuring that all of your staff are fully aware of compliance issues.
a) Give two of the common complaints made against the recruitment industry

(2 marks)

b) Give three other practical ways in which your recruitment consultancy can avoid or mitigate these complaints
(3 marks)



	Answer
	Q marks awarded = 


	
	(Unit 5 total = 25 marks)

Total unit 5 marks awarded = 
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