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Unit 8: Recruitment, selection and training of 

workers: Part 1/2

 Lesson Objectives:

Methods of recruiting and selecting workers

The importance of training

Methods of training

Reasons for reducing the size of the workforce

Legal controls over employment
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Recruitment 
and selection

Internal 
recruitment

External 
recruitment



Take notes from the book: page 107
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Internal recruitment External recruitment

Advanatages Disadvantagess Advanatages Disadvantage

- The vacancy 

can be filled 

more quickly and 

more cheaply

- Applicants 

already know 

the busines

- Business already 

know the 

weaknesses and 

strength of the 

applicant

- Workers get 

motivated to get 

the chance

- There might be 

better 

candidated out 

there

- Internal conflict if 

other workers 

think they should 

have gotten the 

chance

- Does not bring 

new ideas

- Still a vacancy to 

feel for the 

applicant’s 

former position

- Bring new ideas

- Wider choice of 

applicants

- no risk of 

upsetting other 

workers

- Requires longer 

time

- Higher cost: 

advertsing, 

interviewing

- Require 

induction 

training: increase 

cost



NEW VOCABULARY

Planning

Recruitment Хүн ажилд авах

Selection Сонгон шалгаруулах

Shortlist Дараагийн шатны сонгон 

шалгаруулалтад орсон нэрс/ жагсаалт



Main stages in 

recruiting and 

selecting
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 Job analysis

 Job description (job title/ the main duties of the post/ 

responsibilities/ accountability)

 Person specification
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Next steps

Advertising a job

 Sending out application 

forms and job details

Cover letter
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Next steps

 Recieving 

applications and 

shortlisting 

candidates

 Selecting the right 

candidate
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 Benefits and limitations of part-time and full-time 

workers
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Part time workers

Benefits Limitattions

Full time workers

Benefits Limitattions

For detailed information, take notes
from the book: Page 113-114
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Assignments:

Research for job advertisements for yourself

Mongolian job advertisements are listed here: 

https://biznetwork.mn/

Write your CV

Write a cover letter for your application

 These 3 assignments will be entered on Canvas, pls

submit via Canvas

https://biznetwork.mn/

