
Recruitment: 

Bill Brewer, the manager of the HR department, has been asked to recruit someone to help 

improve project planning - one of Alpha Zone’s weaknesses.  Daniel Whidden and Harry 

Hawk in ‘Sales and Marketing’ are finding new clients and the company is growing fast. This 

means that the IT staff needs to be more organized to get projects up-and-running and meet 

the deadlines. After Bill Brewer advertised for a project coordinator, 20 candidates applied 

for the job. He has now reduced this number to a short-list of 4 candidates who he will soon 

interview.  Look at the notes Bill Brewer has made on the candidates from their C.Vs and 

covering letters, and decide who you think in most suited for the job.  

 

 

 

 

 

 

 

                              _____________________________________________ 

 

 

 

 

 

 

Eric Filsak 

 
28 years old.  Single. Software developer. 

Twice founded his own IT companies.  Lives 

in London.  Registered Handicapped.  

Cyril Dickens 

 
56 years old. Highly experienced with 

extensive management experience. 

Last twenty years spent abroad - 

working in the U.S. and the Middle 

East.  

Amanda Bell 

 
32 years old. Single mother.  Lives locally. 

M.A. Strategic Management and Planning. 

5 years logistics experience with ‘Sigma’ 

before it collapsed.  

 

Gemma Hopkins 

 
25 years old. M.A. Business Systems 

analysis. Last two years - voluntary 

aid work overseas providing IT support 

to NGO charities. Recently returned to 

U.K.  

 

 

Write your own resumé :  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

        Put the job application process below in the correct order: 

 

 

 

to accept a job offer                                               1. 

to join a new company                                           2. 

to fill in (an application form)                                3. 

to hand in one’s notice                                           4. 

to look for a job                                                      5.  

to leave/quit/resign from a job                               6.  

to start work with a new company                         7. 

to be offered a job/ post                                         8. 

to apply for a job                                                    9. 

to be short-listed                                                    10. 

to attend an interview                                            11. 

to have an interview                                              12. 

to serve one’s notice                                              13. 

to send off (an application form)                           14. 

to be invited to an interview                                  15. 

to be hired/ taken on/ employed                            16. 

                                    Role-play an interview : 

 

Interviewer - ask interviewee about…. 

 

- Their background 

- Strong and weak points 

- Their professional and personal qualities 

- What skills, knowledge & experience they can bring to the company 

- Why they want the job 

- What they learn from previous job 

- Why they want to leave present company 

- A past situation they managed well/badly… and the outcome 

 

 

Interviewee - ask interviewer about… 

 

- Employment terms 

- Company structure  

- Company business 

 

 

    (“always have questions to ask!  Show you have done your homework!”)  


