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To: Suzie Taylor<suzietaylor@via.net>
From: Jimmy John <jimmyjohn@via.net>
Bcc:
Cc:Danny Roberts<operationsdirecctor@via.net>
Subject: Assistance in recruitment of part time crew members 
Date:  16th November 6, 2018

Dear Taylor:

[bookmark: _GoBack]For the time you have been working as the head of HR department, you have been instrumental in ensuring that we have always recruited staffs who are qualified and who meets our demands. Due to the increasing demand of our products during this season, we have seen it fit to hire on part time basis staff that will complement our permanent staffs. I therefore request your assistance with prescreening the applicants.
The crew members are expected to work directly with our customers and also within our stores, consequently, some of the skills that applicants are expected to exhibit include:  
· Excellent time management skills.
· Strong customer service skills.
· Capable of lifting 25 lbs.
· Ability to work on feet for a long time.
· Current student or high school diploma preferred. 
During the prescreening interview, there are some vital questions that I would wish you ask the applicants. They are as follows:
· What is your personality i.e. introvert, extrovert?
· Have you ever held a leadership position and how was the experience?
· Do you have any medical condition which can limit you from handling a heavy task?
· How would you handle a complaining customer?
Kindly take note that the prescreening interview should take place before 15th November 2018 and I expect the results for the interview and recommendations to be presented to me by November 25th 2018. Resister my appreciation for you unending diligence in carrying out your tasks. Thank you.

Sincerely,

Jimmy John
General Manager
(475)-4543-7865
jimmyjohn@via.net
