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Part 1 (a)

I was invited along to an interview with the office manager which would last approx. 30 minutes and would go through the job description for the administrative post advertised.   The interview turned out to be no more than a formal chat, and no great detail on the job description was discussed.   I was shown into the main office in which I would be working, it was very small, smelly and unclean.   Desks, staff and equipment was jammed in every possible space.   I was given a quick demonstration on how to use the computer database, and asked to work the shift.   At the end of the shift I was given the job and asked to start the following day.   There was no induction, full training or information supplied such as holidays, absence, breaks, disciplinary, salary increases, uniform or health and safety procedures.   The office manager was never present and a great feeling of being left to sink or swim was felt.   In fact other staff had encountered the same problems, and many of them showed no commitment and took

full advantage of the lack of presence from the office manager.   Staff were not willing to work overtime to complete their jobs, but had the attitude to leave it to other staff.   Staff morale was low because of this and absence levels were high due to the lack of commitment from staff members.   There was no clear structure, staff appraisals were never conducted or job reviews.   No discipline measures were ever taken, staff felt undervalued, unappreciated and this created an unhealthy culture.   The company got a bad reputation and struggled to recruit new staff.
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Part 1 (b)

I am applying the concepts from session 3 – finding people and helping them fit to analyse my experience from part a.   I think this session is appropriate to use.
Selection
The interview that was arranged was a brief informal discussion, they main part of the selection process was showing your ability and being competent.
First Impressions
Is a great importance and is a key element of its success.   My own experience was that the employer failed on a few occasions here.   The small office, bad layout and very off putting environment to work in, this reflected badly on the company.   This did not give of a good impression on the staff and to customers.   The absence of the office manager had a negative effect

and lack of motivation and commitment could be seen and felt.   The level of staff absence also could be seen.
Induction
Again this is a crucial part for any new employee.   There was never an induction but simply left to perform the job.   Other staff also never received inductions, and was unclear of what was being asked from them within the company. No job descriptions, information on discipline procedures and no health and safety procedures discussed or outlined before starting with the company.   There was no formal meeting with other employees that I would be working with or alongside, other than the office manager.   This was very daunting, and a great feeling of being left to sink or swim led me to have doubts about the overall company.   Information on breaks, holiday entitlement and absence procedures were never explained and as there was no specific employment contract given.   It was very difficult to fully see what was being asked of you.
Socialisation
Employees are unsure of their roles and very difficult to see the aims for the business.   Again there was no real guidance and clues to how the business operates.   No staff appraisals were ever held or job reviews carried out.
Stereotyping
I think this is relevant to my experience as this was felt throughout the company.   There was no clear structure within the business,

staff felt undervalued.   They worked in poor conditions and some staff carried a greater workload than others.   The absence of the office manager, lack of training and information provided lead to bad reputation on the business which later struggled to recruit staff members.
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Part (c)
I consider there to be a solution to the problems described in part a.
Recruitment is a two way process and should be about the employee and the employer (page 36 Book 2 B120).   On attending the interview, the office manager could have gone over a job description and detailed what was required to be done; this would have given a clear indication of both the business and the job.   This would be a good opportunity to discuss information on hours of work, overtime, breaks, holiday entitlement and sickness or absence.   Any uncertainty could have been discussed and the process of starting within the business less daunting.   Expectations could have clearly been seen from both the employee and the employer.
The employer could have carried out an induction, which could have been to simply meet the other employees that you would be working with or alongside.   This would help the new employee settle into the job and help other staff understand your role within the business, or possible help you in the

role.
Appraisals and job reviews could be carried out.   This could lift staff morale, they would feel more appreciated and give them confidence within the job they are doing.   This could also pick up on staff problems such as not being able to do the job correctly, or simply give the employer a better indication of performance from each staff member, and may show that reallocation of work is needed or a temporary transfer.

The office managers presence within the office more could improve staff performance, staff commitment and which could also help reduce high absence levels as they would be fully aware of what was happening and enforce discipline .
These simple things could prevent stereotyping of the business, and staff feeling more appreciated.
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Part (d)
Stereotyping - http://www.karrass.com/blog/stereotypes-and-business-negotiations/
Visited 22/6/2011
I chose this website as it gives different examples of stereotyping.   Stereotyping can be good or bad, but we tend to remember the bad over the good.   This also shows some examples.
This is all down to belief and is only people’s opinions.
Induction - http://dictionary.reference.com/browse/induction
Visited 22/6/2011
I have chosen this website as it give you a clear definition.
Trusted website as it is a dictionary.
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Part II Tma 02

For this part I am going to use the TGF activity 2.1 Work: Pleasure or Pain

I found this discussion interested and an insight to how others feel as sometime we all presume it’s only me that suffers this.   I learned that most people experience both pleasure and pain in almost all aspects of their jobs and again everyone’s opinion can vary vastly.   With so many different kinds of business’s and employers out there, everyone’s expectations are also very different.

Sometimes high standards can be set from a previous employee; this can create great expectations on the next employee.   This could be frustrating and lead to a feeling of inadequacy.   On the other hand this could be reversed and you may achieve more, and this would create great pleasure.

Pleasure can be simply working along those we like, what we achieve in our roles, in helping others or simply given customer satisfaction.

Pain can be created when companies merge, changes are implements, hours are changed, not being able to complete a task or we are simply quiet in our work.

Everyone can at some point experience both pleasure and p
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