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Memo from Ms Sylvia Ho to Jackie Leung about an article for the Newsletter

Hong Kong College

Memo

To: Jackie Leung

Student Representative, Careers Centre Open Day Planning Committee

From: Sylvia Ho

Careers Centre Advisor

Date: 23
rd

 March, 2000

Re: Article for the Open Day Newsletter

The Careers Centre Open Day Newsletter will have several articles to help young people when they

begin looking for jobs.  I’d like you to write one of the articles.  Your article will be specifically about

selection procedures used and questions asked.  I think a good title for your article would be simply

‘Selection procedures and questions’.

In your article you should write about:

• procedures used to select people for jobs, what each procedure involves, and why each is used;

• questions interviewers ask

– the most common topics of questions

– forms of questions and how to answer them.

Your article should be well-organised and informative.  Remember that it will be read by your friends

and schoolmates.

Finally, complete the section titled ‘Tips for coping with interviews’, which will be in the Newsletter

along with your article.  I’ve included some headings to help you.

Thanks.

  Ms Ho
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You’ve got your first interview.  Well done!  Now all you need is to land the job.  Here are a few pointers to get

you well on your way.

First, think how much a little research could help you to talk knowledgeably about the company you’ve got your

interview with  –  its products, structure, services, reputation, financial status and any recent major changes in

the company.  This means you mustn’t miss the opportunity to find out about the company in advance.

Libraries are an obvious source of information, of course, but have you checked what is available from the

company’s public relations department or from electronic sources of information such as the company’s

website?

Remember also that your interviewer will want to find out a lot of things about you, such as your main

accomplishments, personal strengths and so on.  And the interviewer won’t find out about them unless you can

discuss these things clearly.  An inability to express yourself well is usually a bigger  hindrance than a lack of

the required skills or qualifications for a specific job.  You can’t therefore afford to ignore the benefits of

rehearsing for an interview – don’t miss out on the chance to role-play your interview with a friend or a member

of your family.  And don’t do it just once!   Keep at it until you’re near perfect.

From: Singleton, J. D. Career Planning for the New Millennium. London: Plume Books.  1991.

Candidate Selection

Questions asked by company managers

1. Our employees must write a lot – in English and in Chinese.  Any ideas as to how we can be
sure our job applicants can handle the job language-wise?

It’s obvious, isn’t it?  As part of your candidate selection process, get the applicants to carry out
some extended writing task in whatever language or languages the job requires them to be
proficient.  This type of written procedure involves writing a longer piece of work of, say, several
paragraphs.  You needn’t have a fancy marking scheme.  Just read their writing samples and
make an overall judgement.  But, the task should always be something that they might have to
do in your company – e.g. writing a short letter or a memo.  That way you can make the
assessment very practical.

2. I want to find out as much as possible about the personalities of people who apply for jobs.
What can I do?

A very common written procedure is to use multiple-choice tests which you can administer to
job applicants to find out precisely these sorts of things.  The tests just require the test-taker to
choose an answer from several options given.  They usually take about an hour to administer
and are easy to mark.  The testing companies that produce them will provide you with
information on how to interpret the results.  You might want to write to Business Measures, Inc.,
13/F Brighton Centre, Central, Hong Kong.

3. I am the Human Resources Manager in a small company.  Sometimes we have 20 or so
applicants we need to talk to in order to select one person, but we don’t have the time or the
personnel to conduct individual interviews.  What’s the solution?

Two possibilities.  One is multiple-candidate interviews in which two, three or more candidates
are interviewed at one time.  Another possibility is a role-play in which you get several
candidates together and assign the group a task to perform, giving each candidate a role to act
out (e.g. one is, perhaps, the team leader, one is an ‘expert’ on money matters, one is a
‘customer’, and so on).  Both of these oral procedures are great for saving time.

From:  HK Human Resources.  Resources.  May, 1998.
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Job Description cards for jobs available through the Superior Employment Agency

Reference
No.

105

Superior Employment Agency

Job Description

Reference
No.

318

Superior Employment Agency

Job Description

Junior Shipping Clerk
Sweater-making Factory

Junior Sales Assistant

• At least Form 5
• At least 2 yrs. relevant experience

• Will need to visit Macau factory occasionally
Offers 5½ days work, public holidays, attractive
salary and bonus for the right candidate.

• Form 5 or above.
• At least one year’s experience in the garment

trade in the European market
• Basic computer knowledge preferable

Reference
No.

118

Superior Employment Agency

Job Description

Reference
No.

311

Superior Employment Agency

Job Description

Chartered Accountant
German Import/Export Company

Buyer
• In charge of staff of 8 accounting clerks
• Putonghua-speaking
• 5 yrs accounting experience minimum
• Will travel to Shanghai monthly

• Form 7 graduate or above
• At least 5 years in garment field essential
• Good command of German, English and

Putonghua
• Will have to make frequent visits to our China

branch

Reference
No.

232

Superior Employment Agency

Job Description

Reference
No.

459

Superior Employment Agency

Job Description

English Teacher
Canadian Overseas International Summer Course

English Literature Teacher

• Part-time work starting September, 2000
• Teaching students 11–15 years old
• High salary & great benefits
• Permanent H.K. residence visa required
• Teacher’s Certificate a must

• Temporary appointment for July 5th – August
4th, 2000

• Full-time teaching during the summer course
• Must have formal teacher training from a

Canadian teacher training institute
• Knowledge of French would be helpful but not

essential

Reference
No.

063

Superior Employment Agency

Job Description

Reference
No.

746

Superior Employment Agency

Job Description

Japanese Bank
Accounts Position

Fashion Sales Representative

• Ideal for first position

• School leaver required
• Knowledge of elementary book-keeping helpful
• No experience needed
• Training will be provided
• Knowledge of Japanese and Thai essential

• Knowledge of textiles

• Fluent in Putonghua
• Working experience in garment field is

preferable
• Past work in Mainland PRC necessary
• Must be Polytechnic graduate in related field

THIS  IS  THE  LAST  PAGE  OF  THE  DATA  FILE.
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Instructions

When you complete the following tasks, remember that all your comments must be based on

information in the Data File.  Your comments must be understood by readers who do not have copies

of the Data File to refer to.

Situation and role

You are Jackie Leung, a Form 6 student at Hong Kong College.  You have a part-time job working for

the Superior Employment Agency on Saturdays and during school holidays.  Your school’s Careers

Centre is planning to hold an Open Day.  Because of your interest in career development, you have

been selected as the Student Representative on the Hong Kong College Careers Centre Open Day

Planning Committee.

You are required to complete Tasks 1 – 3.

Task 1 (57 marks)

a. Your Careers Centre Advisor, Ms Sylvia Ho, has asked you to write an article for the Careers

Centre Open Day Newsletter.  The title of the article is ‘Selection procedures and questions’.

Ms Ho has told you what to include in the article in her memo on page 1 of the Data File.

b. You should also complete the ‘Tips for coping with interviews’, which will accompany your

article.

Use the information on pages 1 – 6 of the Data File to help you write the article and to complete the

‘Tips’.

Task 2 (23 marks)

Ms Ho has asked you to complete the ‘Programme of Events’ for visitors to the Careers Centre Open

Day.

Ms Ho has completed some parts of the ‘Programme’ for you.

Use the information on pages 7 – 10 of the Data File to help you.

Task 3 (18 marks)

For your part-time job at the Superior Employment Agency, you have been given four Client

Information cards which clients of the agency have filled in with information about themselves.  Each

client has also selected two possible jobs which are available from your agency and which they are

interested in.  You have been asked to look at the possible jobs selected by the clients and then see if

the clients are suitable for the jobs they have selected.  You must read the relevant Job Description

cards and then complete the Client Information cards.

Use the information on page 11 of the Data File.

All Rights Reserved 2000





2000-AS-UE-E–4 –  3  –

First

Marker’s

Use Only

Second

Marker’s

Use Only

All Rights Reserved 2000









2000-AS-UE-E–8 –  7  –

Superior Employment Agency  –  Client Information Card

Name: Age: Education:

Experience:

Languages:

Job desired:

Remarks:

Possible jobs

1. Yes, the client is suitable for this job.

No, the client is not suitable for this job because he/she

.

2. Yes, the client is suitable for this job.

No, the client is not suitable for this job because he/she

.

Superior Employment Agency  –  Client Information Card

Name: Age: Education:

Experience:

Languages:

Job desired:

Remarks:

Possible jobs

1. Yes, the client is suitable for this job.

No, the client is not suitable for this job because he/she

.

2. Yes, the client is suitable for this job.

No, the client is not suitable for this job because he/she

.

Total for Task 3 Total for Task 3
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