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	Student Name /ID Number
	

	Unit Number and Title
	3 Human Resource Management

	Academic Year
	Fall 2016-17

	Unit Assessor
	Dr. Zaynab Nadim / Mr. Imran Kasmani

	I. V. Name 
	Dr. Madhava

	Assignment Title
	The Job Application

	Issue Date
	20th December 2016

	Formative Date
	28th December 2016

	Submission Date
	07th  January 2017



	Submission Format:

	
The submission is in the form of a completed individual portfolio folder, including specific documentation: job description, person specification, Curriculum Vitae (CV) for each team member, interview selection criteria, and series of structured, situational, behavioural interviews questions.

The evaluation of HR practices and the process of recruitment and selection is a written piece of work with a recommended word limit of 500–1,000 words, although you will not be penalised for exceeding the total word limit.

	Unit Learning Outcomes:

	
 LO4 Apply Human Resource Management practices in a work-related context.












	Assignment Brief and Guidance:

	 While working as Human Resource Junior Manager at Bank Muscat, you have been asked to take part in testing the new recruitment and selection process for a vacant position at the bank.

The aim of this assignment is to apply the concepts of recruitment and selection process and each complete an individual document portfolio to submit. The document portfolio should include:

1. The design of job description, person specification for the selected virtual vacant position in Bank Muscat. 
2. Documentation of selection criteria to meet person specification.
3. A series of structured, situational, behavioural interviews questions.
4. Selection evaluation criteria. 
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	Grading Criteria

	Learning Outcome
	Pass
	Merit
	Distinction

	LO4 Apply Human Resource Management practices in a work-related context.
	P7 Illustrate the application of HRM practices in a work-related context, using specific examples

	M5 Provide a rationale for the application of specific HRM practices in a work-related context.
	D3 Critically evaluate employee relations and the application of HRM practices that inform and influence decision-making in an organisational context




LEARNER ASSESSMENT SUBMISSION AND DECLARATION

When submitting evidence for assessment, each learner must sign a declaration confirming that the work is their own. 
Please list the evidence submitted for each task. Indicate the page numbers where the evidence can be found or describe the nature of the evidence (e.g. video, illustration).

	Task ref.
	Evidence submitted
	Page numbers or
description

	
	
	

	
	
	

	
	
	

	
	
	

	Additional comments to the Assessor:




	Learner declaration

I certify that the work submitted for this assignment is my own. I have clearly referenced any sources used in the work. I understand that false declaration is a form of malpractice.


Learner signature:                                                   Date:




	ASSESSMENT RECORD SHEET – FORMATIVE FEEDBACK

	Programme
	BTEC HND BUSINESS LEVEL 5
	Learner name
	

	Assignment title
	
	Assessor name
	

	Unit no. & title
	
	Targeted learning aims/assessment criteria
	

	First Submission

	Deadline
	

	Date submitted
	

	Targeted criteria
	Criteria achieved
	Assessment comments

	LO 4
	
	


	General comments 

	









	Assessor declaration
	I certify that the evidence submitted for this assignment is the learner’s own. The learner has clearly referenced any sources used in the work. I understand that false declaration is a form of malpractice.

	Assessor signature
	
	Date
	

	
	Date of feedback to learner
	

	Resubmission authorisation 
by Lead Internal Verifier*
	
	Date
	

	* All resubmissions must be authorised by the Lead Internal Verifier. Only one resubmission is possible per assignment, providing:
· The learner has met initial deadlines set in the assignment, or has met an agreed deadline extension.
· The tutor considers that the learner will be able to provide improved evidence without further guidance.
· Evidence submitted for assessment has been authenticated and accompanied by a signed and dated declaration of authenticity by the learner.
**Any resubmission evidence must be submitted within 15 working days of receipt of results of assessment. 





	ASSESSMENT RECORD SHEET - RESUBMISSION – SUMMATIVE FEEDBACK

	Deadline
	
	Date submitted
	

	Targeted criteria
	Criteria achieved
	Assessment comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	General comments 

	

	Learner Declaration
	I certify that the evidence submitted for this assignment is my own. I have clearly referenced any sources used in the work. I understand that false declaration is a form of malpractice.

	Learner signature
	
	Date
	

	Assessor declaration
	I certify that the evidence submitted for this assignment is the learner’s own. The learner has clearly referenced any sources used in the work. I understand that false declaration is a form of malpractice.

	Assessor signature
	
	Date
	

	
	Date of feedback to learner
	





	ASSESSMENT RECORD SHEET - RETAKE – (for QCF only)

	Programme
	
	Learner name
	

	Assignment title
	
	Assessor name
	

	Unit no. & title
	
	Targeted learning aims/assessment criteria
	

	Deadline
	

	Date submitted
	

	Targeted Pass criteria
	Criteria achieved

	Assessment comments

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	General comments 

	













	Learner Declaration
	I certify that the evidence submitted for this assignment is my own. I have clearly referenced any sources used in the work. I understand that false declaration is a form of malpractice.

	Learner signature
	
	Date
	

	Assessor declaration
	I certify that the evidence submitted for this assignment is the learner’s own. The learner has clearly referenced any sources used in the work. I understand that false declaration is a form of malpractice.

	Assessor signature
	
	Date
	

	
	Date of feedback to learner
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