
1- Exercise: Formulating a Job Description 

 

A job description is a document that outlines the responsibilities, qualifications, and expectations of a 

particular job role. It provides potential candidates with a clear understanding of the position and helps 

employers attract suitable applicants. A well-crafted job description typically includes the following 

sections: 

 

Job Title: Clearly states the title of the position, which should accurately reflect the role’s responsibilities. 

 

Job Summary: Provides a brief overview of the job, highlighting its main purpose and objectives. 

 

Responsibilities: Outlines the specific tasks and duties that the employee will be responsible for. This 

section should be comprehensive and include both essential and non-essential functions. 

 

Qualifications: Specifies the required qualifications, skills, education, and experience necessary to 

perform the job successfully. 

 

Preferred Qualifications: Lists any additional qualifications or attributes that are not mandatory but 

would be advantageous for the role. 

 

Working Conditions: Describes the work environment, schedule, physical demands, and any other 

relevant factors that may impact the job. 

 

Salary and Benefits: States the compensation package offered for the position, including salary range, 

benefits, and any additional perks. 

 

Application Process: Provides instructions on how to apply for the job, including submission 

requirements and contact information. 

 



 



2- Exercise: Formulating Interview Questions 

In order to effectively formulate interview questions, it is essential to consider the 

purpose of the interview, the specific role being interviewed for, and the qualifications 

and experience of the candidate. By doing so, you can create a set of questions that will 

help you determine whether the candidate is the right fit for the position and your 

organization. Here is a list of 3 authoritative reference titles that can guide you in 

formulating interview questions, along with a brief description of each and how they 

were used to help answer the question. 

1. Effective Job Interview Questions: How to Ask the Right Questions to Hire 

the Best Person for the Job by Alan L. Brown 

This book provides a comprehensive guide to formulating interview questions, covering 

various aspects such as behavioral, situational, and technical questions. It helps you 

understand the importance of each type of question and how to use them effectively to 

gain insights into a candidate’s skills, experience, and fit for the role. 

2. Interview Questions: Secrets to Selecting the Right Job Candidate by Paul 

Falcone 

This book offers a collection of sample interview questions and provides tips on how to 

ask them in a way that elicits meaningful responses. It also covers common interview 

mistakes and how to avoid them, ensuring that you can create a fair and effective 

interview process. 



 

 

Creating an Onboarding Program: A Comprehensive Guide 

Introduction 

Onboarding is an essential process for new employees, as it helps them integrate into 

the company culture, learn job-specific skills, and become productive team members. 

An effective onboarding program ensures that new hires feel welcome, understand their 

roles, and are set up for success in their new positions. This guide will provide a step-by-

step approach to creating an onboarding program that will benefit both the company 

and its new employees. 



1. Assessing the Current Onboarding Process 

Before developing a new onboarding program, it’s essential to assess the current 

process. This involves identifying the strengths and weaknesses of the existing 

onboarding experience, as well as gathering feedback from both new hires and current 

employees. By understanding the current state of the onboarding process, you can 

make informed decisions about what changes need to be made. 

Authoritative Reference Title 1: “Onboarding Programs: Strategies for Engaging New 

Employees” by John J. Sullivan and Mark H. Stelzner (2008). This book provides a 

comprehensive guide to assessing and improving onboarding programs, including best 

practices and case studies. 

2. Designing the Onboarding Program 

Once the current onboarding process has been evaluated, it’s time to design the new 

program. This involves setting clear goals, determining the program’s structure, and 

outlining the various activities and resources that will be included. Additionally, it’s 

crucial to consider the needs of different types of new hires, such as remote workers or 

international employees, and tailor the program accordingly. 

Authoritative Reference Title 2: “The New Rules of Retention: A Practical Approach to 

Keeping Your Best People” by John J. Sullivan and Mark H. Stelzner (2009). This book 

offers insights into designing onboarding programs that promote employee retention, 

including strategies for creating a positive first impression and fostering a sense of 

belonging. 

3. Implementing the Onboarding Program 

With the new onboarding program designed, it’s time to implement it. This involves 

training managers and supervisors on the new process, as well as coordinating with HR 

and other departments to ensure a smooth transition. Additionally, it’s important to 

continuously monitor and evaluate the program to ensure it remains effective and to 

make any necessary adjustments. 

Authoritative Reference Title 3: “Onboarding: A Human Resources Practice for High 

Performance” by Susan M. Meister and Judith R. Kleiman (2013). This book provides a 

comprehensive guide to implementing onboarding programs, including tips for 

ensuring a smooth implementation process and best practices for continuous 

improvement. 



Conclusion 

Creating an effective onboarding program is crucial for the success of both new 

employees and the company as a whole. By following the steps outlined in this guide, 

organizations can develop a program that helps new hires integrate smoothly into the 

company culture, learn job-specific skills, and become productive team members. 

Utilizing authoritative reference titles, such as those mentioned above, will ensure that 

your onboarding program is based on the latest research and best practices. 



 


