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1. Imagi i o
magine you are in the beginning of hiring someone for your department (whatever that may

be.)

Find a job posting that includes detailed descriptions of the position, required skills, and hiring
€ompany. You can find a job posting on an online job site or in a newspaper.

3. Your taskis to come up with the key skills you will be seeking (both hard and soft skills) and
develop relevant questions to ask the potential interviewee. You will want to convey these to
the Human Resources Department of your company so they can effectively conduct the
screening interview.

4. When you finish brainstorming and researching, draft and then revise a message to the Human
Resources Dept. of your company detailing your ideas on key skills and interview questions. Be
sure to apply grammar skills and solid writing techniques. The purpose of HR is to do pre-
screening telephone interviews with potential candidates. You will then personally conduct the
on-site interviews. Be sure to do the “all important” revise portion of the writing process so you
will produce the best possible email.

5. The rubric that is posted on Moodle and distributed in class will be used to score
your paper. Please staple it to the front of your paper when you submit it. Also,
attach the job lead you are using.
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Crew Member"

4 - Ramsey, MN

seolnalbo Ul el
Jimmy John's Sandwiches'

5,446 reviews ;
Read what people are saying about working here.

Part-time
Crew Member

tJimmy John's is growing fast and we are looking for energetic, friendly, hardworking, enthusiastic, clean-cut
individuals to join our team. Jimmy John's makes the world's best gourmet sandwiches freaky fast. If you enjoy
working in a fun, fast paced environment while providing exceptional customer service we would love to hear from
you. Applicants should be eager to lead, do things right, energetic, be accountable, and have ownership in what they
do. Outstanding customer service and moving with a sense of urgency. Must have open availability.

Crew Member Responsibilities

« Maintain a fast speed of service, especially during rush times
Take orders from customers and input their selections in the restaurant's computer systems

« Assemble orders on trays in bags depending on the type of order

« Process large orders for events
« Clean your station thoroughly before, during and after each shift
Respond to gust questions, concerns and complaints and make sure they leave satisfied

« Follow all restaurant safety and security procedures
« Arrive on time for all shifts and stay until shift completion

Crew Member Skills

« Current student or high school diploma/GED preferred
« Excellent time management skills

« Ability to work on your feet for most of your shift

« Strong customer service skills

« Capable of lifting 25 Ibs.

Job Type: Part-time
14 hours ago - report job

If you require alternative methods of application or screening, you must approach the employer directly to request this as Indeed is n¢
responsible for the employer's application process.
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:: "M:Ia:e Curie <mariecure @via.net>
Hon ' Abigail Cooke <abigailcooke @via.net>

Ce: My
eghan Larkin <ml.communitycoordinator@via.net>

Subject: Assistan
% ce Ne
Date: March 23, 20 eded for New CIS ’

Dear Marie,

The work that you have done at Via of the Lehigh Valley over the past five years has been incredible and
| coul_d have never asked for a better manager of HR. When we last spoke, | mentioned the possibility of
a position opening up in our Community department. The position has recently become vacant and | am
in need of your assistance with prescreening applicants for a new Community Inclusion Specialist.

Because Communit%:aion Specialists work directly with our consumers in the community, some
skills that | am looking for in an applicant include the:
*  Ability to communicate and listen effectively; .//
o Capability to perform basic arithmetic problems; 14 /
e Capacity to read and write; itV .
o Ability to legally drive a motor vehicle; and the —~ )
e Possession of a high school diploma s %‘, Z’%”‘"’ /quw/
e Jpe
me questions that | would liké you to ask applicants includZ:
e How have you demonstrated leadgship skill{ in your previous or current position?
e Describe a time when you had to make a quick decision. What did you do?
e Have you ever faced a difficult situation? How did you handle it?
e Tell me about a time when a situation changed last minute. How did you react to the change?
e Have you ever been in a situation where you felt out of control? What did you do?
o How would you handle a consumer who was refusing to participate in a community outlet?
e How would you delegate a project to consumers effectively?
«  What would you do if you found a co-worker mistreating a consumer?

| would like all phone interviews to be conducted by April 20, 2015 and your recommendation of
applicants by April 25, 2015. Thank you again for your continued hard work and dedication.

Sincerely, / {
/',,1/ :
Abigail Cooke ﬂ ,A’/

Director of HR
(444)-444-4444
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