NEW RECRUITING METHODS

There are many ways to find new employees for the company. Some of the newer methods employers are using
are listed below:

e Social Media: Advertising and communications strategies are changing rapidly as a result of new social
media. Companies who understand and use social media will be in a far better position to recruit more
people. These media allow instant access by millions of people around the world.

e Special Events : Forums, sponsored events, and charity events can provide recruitment opportunities. Smart
employers are always recruiting. Participating in community and charity events creates a positive image of
the company, and is a great way to contact potential employees.

e Internet Recruiting: There are two ways of using the Internet to find the right person for your company:
placing a job posting and using a résumé matching service.

e Current Employees: Some companies rely on their existing employees and provide incentives to get their
support in attracting new recruits.

e Former Employees : Former employees usually don’t need an orientation or training period and they know
the culture of the company. They can usually start work right away with no delay. This saves on orientation
and training costs. They may also know of other good potential employees.

e Company Web Site: Some companies are developing their own well-designed, user-friendly websites. This
provides potential employees valuable information about your products, services, markets and business
approach.

: Business and community organizations, and even some individual businesses are organizing
JOb falrs to showcase their industry or company.

e Trade Publications: Advertising in a magazine specific to the industry can attract applicants with interests,
training or skills that are well suited to your company. 2

e Cable Station Ads: Try posting a short advertisement on the local cable station and The TV Guide channel.

e Community Notices: Some employers are posting positions in Church Halls, Community Centres, Sports
Centres, Town Offices and similar locations. Many of those locations can be used to reach stay-at-home
parents, newcomers to the community and other persons not currently in the workforce .

e  Retired or Semi-Retired Workers: Retired or semi-retired workers have years of experience. Many are
looking for part-time work for social reasons or fortravel money! Try posting the position at seniors clubs or
resource centres in the area.

e Career Work Centres: Visit the Career Work Centre in the area and talk to the staff there about potential
workers and available support programs to assist unemployed workers who are entering the workforce.

e People Looking to Immigrate: People from other countries who are looking to move to Thailand have skills
and talents that can make a valuable contribution to your business.

e International Graduates: Persons from other countries who are graduating from local colleges and Memorial
University are also potential new employees.

e People with Disabilities: Have you considered the work skills and abilities of persons with disabilities? A
number of employment centres and associations support persons with disabilities in finding employment and
they can help you find workers.
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VOCABRULARY

Conversation between Manager to an HR Director

Juliana gave her a notice last week. We need to replace her.

It is an entry- level position.

| want someone with at least two years of experience.

In the last recruitment fair, were there any good candidates ?

Here’s a list of job duties.

What's the salary range for this position ?

The applicant should be flexible, creative, and be able to work in a team atmosphere.

We received a lot of responses from our internet ads.

After screening the applications, we are inviting twelve candidates to come for an interview.

Conversation between HR Director to a Manager

What are the qualifications you are requesting for the position ?
The salary ranges from forty to fifty grand depending on experience.
Do you have a detailed list of duties ?

How much experience do the applicants need ?

We should place an ad in the paper.

Have you thought about placing an ad online ?

You have to interview every qualified applicant.

Do we have any good candidates ?

First, let’s post it internally.

Practice : Recruiting new staff

Situation : Outline the job requirements.

Nancy : Donna gave a notice last week. We’ll need to fill her position.
Craig : Oh no ! My workload will double. How much notice did she give ?
Nancy : She gave two weeks. That gives us time to hire and train a replacement.
Craig: More work !
Nancy : No one will get stuck with more work if we quickly find a replacement !
Now, help me outline the requirements for the job ads.
Craig: OK. “ Able to skip lunch, work overtime, meet impossible deadlines........ "
Nancy : No one will respond to that ad.
Anyway, we ‘Il require a four year degree, preferably in marketing.............c..... _
Craig : And experience !
Nancy : We'll require two years’ experience. What else would you suggest ?
Craig : The person needs to be outgoing, very organizing, and be able to work independently.
Nancy : Right. You don’t want to have to hold his or her hand all the time. ’
Craig : Exactly, that just means more work for me !
Nancy : It won’t be | Now, go and type up ajob ad for me.
Craig : Ah —ha ! Extra work already !

Chapter 4 | Asst. Prof. Siri-orn Champatohg




Situation : Placing a job ad.

Robert :
Craig :
Robert :

Nancy :
Craig:

Nancy :
Robert :
Nancy :
Robert :
Nancy :
Robert :
Craig :

Robert :
Nancy :

You now, we could save money by not filling the position.

Nooooo !

I’'m only kidding. Now, do you have a list of job requirements and duties ?

And the salary range ?

Here’s a list. The salary is thirty-five to fourty-five thousand a year, depending on experience.
What ?! I don’t make that much !

Oh...I ‘m thinking of giving Craig a raise if he does a good job finding a new person.
How do you want to advertise the opening ?

| have had good responses from the Fortune City Times’ help-wanted ads.

All right. I suggest posting the ad Friday through Monday.

OK. Friday’s the big day for job ads.

And job seekers will certainly check the paper over the weekend.

Let’s post on the internet too. We'll get the better response. | ‘Il post the ads.

| know some good sites.

Such concern for the company, Craig ! I’'m impressed

Don’t be fooled, he’s just lazy.

If we don’t replace Donna, he knows he’ll have to work harder.

Situation : Ringing up a profit

Nancy :
Robert :
Good.

Robert :
Nancy :
Robert :
Nancy :
Craig :

Nancy :
Craig :
Nancy :
Robert :
Craig :
Nancy :
Craig:
Nancy :

(Thinking) | need a good replacement. | don’t want to give Craig more work.

Here are more resumes and cover letters for you. They were faxed in over the weekend.
And we should get more today.

And decent candidates ?

Not yet. | want someone experienced in our industry.

Remember, it’'s company policy to interview every qualified applicants.

We only have a few. That shouldn’t be a problem. v
(Walking in ) Hey, boss. Here are the responses we received by email from our internet ads
on Saturday.

There must be 30 !

43 , actually.

I'd better get on the phone and start setting up interviews.

Remember —interview every qualified applicants.

Oh, and here are responses from Sunday-another sixty. Internet job ads sure are effective !
One hundred resumes ? I'll be here all day, and | ‘Il be interviewing for a month.

Anything to keep from giving me extra work, right ?

Wrong ! Here. Screen these hundred applications for me by the end of the day !
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Using the verb, noun and adjective

funuilddaatunisaiaseiu

classified ads
replacement

wihlawandaslunisdaRuwiasidavilsenmasuaiiasunatiu s “a
WUNIULNU

vacancy - vacant position FILRUIIIUINY

outsourcing fsfanauan

head hunter FINAWIAUVINU

applicant w&TAs9u (job hunter, job seeker, candidate)
application form suuwasulusinseu awdduladiin application blank
aptitude anuatia (natural ability)

attribute ALRNE LY AALENTIG (characteristic)

personnel requirements
professional qualifications
Job specification

job description

a person — job fit

a person — job match

a person — organization fit

AamnuanuNTAlsyAsL KUY
ANTTULLN RN USIU
ANURAAARDITZTUIWUAARALGIILAUIIY
WANAUANULNUNERUUDIAUA LR N ULIU
anuldAulsssnnyanaAUaIANTg

core competencies NRUFUTTOUSURNN
workload Usunawanu

job description ATWITTUR AR OULITU
job specification AUFINTALAWILFA LI
merit system FEULAUEITU
permanent staff WUATULANLIR
temporary staff winoudha,?
short-term employment ATIINUTEELRY
seasonal employment ANFINIIUAUAHAR

skilled labour (worker)
skilled work

unskilled labour (worker)
work shift

f1n3uilaaatunisainseiy

fill out nsandaya get stuck with ligunsanaanu
give a notice LIgRIDAN give someone’s a raise  duLduLfiau
get on the phone anyTNIAN get off the phone NIRINsANWI

dg1n3e1 taiag luni1sussnal g dunus/usuisnau

Interact recruit Susiinsaulni
coach wugln
cultivate ausy Aanu
collaborate Pufia
encourage nszeiu TvAaela

Change address WaIn
mediate 1asnds
persuade i
delegate UDUUNELIU
enforce AU Tvivinau
govern Unasav

interview
train
team up
intervene
sponsor

guide
reconcile
moderate
regulate
direct
oversee

fuaneal

Ansau
$UvinuA LAY
wnInUefa

il

wugin
vinlvillsavmavdu
usstn (deymn)
RRNEASIfT]
AILAN LULLUD
AILANATIANT
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@1n3enilaiaalunisidisu Resume

Start approve B institute %151 nady
establish &390 Nafd implement NN
forge 19AU introduce wugn L2ng
launch aufia Bulfiidnng initiate 515U

Plan anticipate INIV R engineer FWUNU AIUAN
assemble U5 organize vintvitfluszuy
construct &30 outline LA TATY
set (goal) a9 (tihwune) devise ARALUL ITILHU

Work on idea develop Weuun uaLiin research J3u
diagnose sy Jumsew synthesize dorasied
examine ATIARAU systemize InsUU
foster AUURYU KILFIU track lo[obll

Check goals exceed fAn31 unndn surpass wtlanin
pass WU yield A

Work adopt 1N taf prepare LOTEUE
assume L2NFUF AL prioritize FnaduAIUFIAY
improvise wAlugniunsal maintain AN 1199
produce WA &9 schedule ElRRPRNG LRI
navigate U9 volunteer anfNAT

Change broaden Yinlvin e aduaene replace unuvt
expand wWugne AFvaan overhaul Usuilgelny
improve i Gid resolve wAtleym
rehabilitate fauuaiy Wun streamline UFugelvifidlan.
re-engineer RN ARNAY3Y strengthen AN EA.
reorganize MILHUIANNT widen ULNeaan
update vinlviviussds upgrade QLM

Add energy promote ALy JuaUY sell L®Ua

to a project publicize LHEILWS Useane generate f99diu vinlviiAe

Use data catalogue autitydisedia compile BELLSE 5ILTIN
classify wuvlseLan collect 57U
review NUNIU test neaFal

Work with budget allocate A0 I3 ANnUR calculate AU
audit AR auieyd balance ANIAUILAR
increase VANDIU decrease RIIRN

Finish carry out ity conclude RN JFUFA
complete LRSAFUYsal terminate g6 [Ivine
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fnsenilaiianluniswunazualatlam

Find analyze Aen diagnose Jtiasie JuAsew
uncover ST discover AUWL
circumvent nanLdag PRLGS
define i lvidalau Fuun vod

Fix solve wAtleyun mitigate UFILNIRY

ann1s Sudla rectify wAlulvignsiag

daadwvinladusuanuednaaidnsals

Investigative
Personality
(wuulafiandtdeyann)

Realistic
Personality

(suufianauiiluase)

Artistic
Personality
(nuusndady)

Social
Personality
(wuuafauingvnu)

Enterprising
Personality
(wuunanAaNRIYIN)

Conventional
Personality
(UL LA U)

conscientious
honest
Precise

attuned
reliable
hands-on
systematic
Thorough

Creative
curious
idealistic
independent

charming
energetic
helpful
sincere

ambitious
competitive
determined
motivational
persuasive
savvy
perceptive

accurate
dependable
impartial
productive

saumal seiasedv
Aadnel

PNy

WARSU LEauam

Ysusandugaule
(Hadale
Aaurdail §ii
FIERATAT
audanfdaiu

P

fAPNUAN RITIRTIA
A IRIRE
daaunisal
iludhuasdiiag

iU
fianunsefiaiadu
Aauthevdasdu
a391a

fianunsiaanzanu
ADLUAITU

fasu

fils9nsesiu

T laiag
ARAUINUIRN
LARENARR

waiuen
ROW'le
PR
AAUVINIU

discrete 2faviLene

unbiased lifiand
analytical AauATIEN
dedicated AU
trustworthy 1316
Practical AL ERN)
straightforward wansg

willing fanudela
critical AdauInsal
expressive AaUURAIAAN
innovative fanuda e

unconventional ‘laivinenungLaaued

cheerful 359 2
flexible fdanufianeu
caring fanullaeadu

open minded  flata¥uiosdu

charismatic fvaUn
decisive WiaLden
entrepreneurial  LHusfinvsi3y
Forward-thinking fiaudan1niin
influential fidunange
smart ARA LAY
alert fu
efficient fdmugusn
disciplined b Up )y {

objective A ERIGEN

wary 3¢3961
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WRITING JOB POSTING

Organization
Logo
Job title

Employer's name

Location of the job

Brief, to-the-point company description
To whom the position reports

Job role and purpose

Ideal candidate profile [qualifications and experience required]
Salary guide

Contract [FT,PT or a short-term contract]

Other package details [pension, car etc.)

Response and application instructions
Contact details as necessary [address, phone, fax, email,]
Request for references

Website address
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Sample 1

JOB : Legal Administrative Assistant, AMS Headquarters - Minnetonka, MN

JOB REQUIREMENTS: AMS is a global, publicly held, medical device manufacturing company specializing
in pelvic health products and therapies. This individual will provide general legal and administrative support
to a small, growing, fast-paced Legal Department.

REQUIRED QUALIFICATIONS:  Strong time management and organizational skills and the ability to
prioritize in a matrix-driven environment; proficiency in Microsoft functions, including Outlook, Word,
Power Point, and Excel; interpersonal skills; filing system experience and proficiency; effective oral and
written communication skills; sensitivity to working with confidential material; active learning skills and the
ability to understand the implications of new information for both current and future problem-solving and
decision-making; strong critical thinking skills; flexibility and willingness to adapt to changing environment
and priorities; positive attitude, integrity, and excellent judgment.

L Sample 2

JOB ADVERTISEMENT
Administration Assistant

Job Reference: 124589

An exciting opportunity exists for a self-starter to join our small team. As administration assistant
you will assist the Administration Manager with duties such as answering phones, customer
relations, coordinating mail outs, inputting data into the statistical database, scheduling
appointments and other administration duties as requested.

The applicant must possess excellent communication skills with the ability to work under
pressure in a busy office environment. Knowledge of Word and Excel are essential.

Salary Range: $28-33K negotiable based on experience.
Send resume to: HR Recruitment Manager, ACME Corporation,

PO Box 76, Melbourne, VIC 3001.
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Sample 3

ABC, Inc.
Title: UNIX Systems Administrator
Skills: Solaris 2.7 preferred, Apache
Date Posted: 05/02/01
Location: anywhere CA
Tax Term: W2 Full-time
Pay: 85,000 - 110,000
Length: Full-time
~ Email: excellent@example.com
Web: www.dice.com/example
Position ID: CA9572
Job Description:

Join the company that is a leader in the industry. Fortune 100 Company has an excellent
opportunity for a UNIX System Administrator. We are searching for a UNIX System
Administrator to support its Sr. Operations Manager.

Administer a mid-sized Apache web site alone or assists in the administration of a larger Apache
web site. Help plan for the future UNIX networks. Evaluate UNIX hardware/software purchases.

Requirements:
2+ years of UNIX system administration experience (Solaris preferred).

Good UNIX system administration in the following areas: configuration of mail system, system
installation and configuration, printing systems, fundamentals of security.

Solid understanding of a UNIX OS: paging/swapping, inter-process communication, file system

"non

concepts ("inode", "superblock").

Compensation:
We offer an extremely generous compensation package including:
* Paid vacation and sick days
* Medical and Dental coverage
* Insurance
* Employee Stock Options
* Individual performance bonuses
* Company profit sharing
* Competitive salary

* State of the art employee break room with pool table, ping- pong, putting green, basketball
hoop, video games, and big screen TV

* Casual Dress
* On-Site day care

Candidates should e-mail resume to address above. We invite your calls to speak with a recruiter now!
Be sure to reference the job number and title in the subject line.

We are an equal opportunity employer.
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Sample 4

Sales Executive
Date: Feb 6, 2014
Location Atlanta, GA, US
Req ID: 19867

About the Role:

Success Factors is seeking an experienced senior sales executive to drive strategic enterprise-wide sales
initiatives into corporations in the Mid-Atlantic Region (1,250-5,000 employees). Responsibilities include
qualifying, selling and closing new business into large prospects and installed accounts

Duties and Responsibilities:

* Sell value and ROl into C-Level business decision makers, as well as into HR & Finance leaders

* Develop in depth knowledge of SAP Cloud’s People and Money product suites and effectively sell
to clients through initial phone conversations, face-to-face meetings, and product demonstrations

* Align Success Factors/SAP solutions with the customer’s strategic objectives

* Manage and drive multiple concurrent sales cycles effectively

* Qualify and forecast deals accurately

* Build strong & maintain strong client relationships to pave the way for additional future sales

* Upsell and cross-sell existing SAP accounts and likely some Success Factors’ customers

Required Skills and Experience:

*10-15 + years overall sales experience, including significant time as an outside representative

* 6 + years experience selling premise-based ERP/application software or Saa$ solutions to
C-Level business decision makers at large enterprise corporations -

* Previous experience selling HRIS/HCM software and/or selling into HR a plus

* Consistent over-quota performance and top tier company ranking — We want quota killers!

* Consistent 200K+ W2 income with track record of above OTE achievement

* Stability — Proven history of being a top performer in a company for multiple years running

* Highest level of professional courtesy, mutual respect, and ethics

* High standard of excellence, professionalism, and role model behavior

* Interaction with senior executives across multiple industries

* Strong C-level/board level communication and presentation skills

* Adaptability — Ability to change objectives quickly when necessary in ever-evolving,
fast paced industry and organization

* Likability — No Jerks — this is one of our core company values

Benefits:
* Very competitive compensation package with uncapped commissions and stretch bonuses
* Employee equity plan (LTI)
* President’s Club annually
* Laptop computer and Blackberry/iPhone and air card provided
* Sales training boot camp at hire; continuous sales training quarterly
* Career Advancement with strong track record of internal promotions and mobility within sales
* Competitive benefits package (Medical, Dental, Vision, 401k, and Vacation)
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About Success Factors, an SAP Company

Success Factors is the leading provider of cloud-based Business Execution Software, and delivers business
alignment, team execution, people performance, and learning management solutions to organizations of
all sizes across more than 60 industries. With approximately 24 million cloud application subscribers
seats globally, we strive to delight our customers by delivering innovative solutions, content and
analytics, process expertise and best practices insights from serving our broad and diverse customer base.
Today, we have more than 4,000 customers in more than 177 countries using our application suite in 35
languages.

For the most comprehensive cloud computing portfolio in the market, SAP Cloud delivers mature
business applications that drive collaboration across a business and connect to partners. There are over
20 applications and suites in the SAP Cloud designed to optimize and manage a company’s most critical
assets — its people, money, customers, and suppliers. And for those who prefer to run their entire
business on a single, cloud-based software solution, we offer a suite that will surely meet your needs.

Our primary focus is on delivering beautiful products for our customers. When our customers win, we
win. And we pride ourselves in delivering the most powerful software-as-a-service (Saa$) solutions on
the market. As we like to say... our cloud strategy is Bad Ass SaaS. As an SAP company, the possibilities
for growth, innovation, and impact are endless!

Are you ready? You are in for an exciting ride. Success Factors is known for its innovation, extraordinary
leadership, and high-energy culture. We hire high-performing people that want to make a difference.

We expect all of our talent to be leaders — no matter what your role. We challenge ourselves and each
other to swing big and take risks every day. We move fast, but we care about how we work with each
other. It’s one of our core values — “No Jerks!”

In turn, our commitment to all employees is to provide the opportunity for personal and professional
growth, recognition for real impact, and meaningful rewards for delivering amazing results! Employees
truly are the heart of our success.

See what it's like to work at Success Factors- check out this video! http://youtu.be/eZarfkN4hUo
Connect with us! Learn more about the culture at Success Factors, an SAP Company, see pics of our
global offices, talk to recruiters, and see real-time job openings:

Facebook: http://facebook.com/successfactorscareers

Twitter: http://twitter.com/CareersAtSF

YouTube: http://youtube.com/CareersAtSF

Linkedin: Search "SuccessFactors Careers"

11
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WRITING RESUME

Full name
Address
Contact
Email
Career objective:
Professional skills:
Work history:
Education:
Full name
Address
Contact
Email
Objective:
Strengths:
Experience:
Education:
Extracurricular activities:
Full name
Address
Contact
Email

Objective:

Summary of Qualifications:
Professional Experience:
Education:

Technical skills:

Honors & Awards:
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