
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� INTRODUCTION 

Obtaining trustworthy, capable, and operationally safe individuals to secure and 
operate an organisationÊs control systems is of vital importance; personnel 
security programmes are a top concern. An organisation, as used in this 
document, is „a group of people who work together in a company, corporation, 
firm, enterprise, or institution, or part or combination thereof, whether 
incorporated or not, public or private, that has its own functions and 
administration‰. Vital national industries such as oil and gas refineries and 
distribution systems, chemical plants, and similar industrial facilities, as well as 
infrastructures such as electrical generation and distribution facilities and 
transportation infrastructures are examples of organisations that rely heavily on 
control systems and organisations in which control system security is a major 
concern. Figure 5.1 shows a security guard on duty at a petroleum refinery. 
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LEARNING OUTCOMES 

By the end of this topic, you should be able to: 

1. Explain the hiring procedure for security employees; 

2. Describe the job description and the aspect of accuracy and 
completeness in relation; 

3. Discuss how to match training to the job description; and 

4. Explain the composition of job descriptions. 
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Figure 5.1: A security guard on duty at a  petroleum refinery 

 
Organisations depend on control systems to sustain security, maintain economic 
operation, protect the public health and safety, and protect the environment. 
Control systems are part of a crucial infrastructure that monitors and controls 
critical industries. Control systems are only as secure as the people who operate 
them. Since September 11, 2001, many organisations have been reevaluating 
personnel security programmes based on each individualÊs responsibilities. It is 
imperative that organisations recognise new threats posed by intentional acts 
motivated by changing world political and social conditions.  
 
In response to the new threats, some organisations may need to implement or 
update a personnel security programme to prevent unauthorised access to 
control systems and critical information. Organisations should develop specific 
trustworthiness and capability criteria for personnel security and control system 
integrity. The personnel security programme should consider an individualÊs 
background, qualifications, and operational restrictions prior to granting an 
individual access to protected information and control rooms. The overall 
objective is to ensure that individuals to whom access is granted are trustworthy, 
capable, and operationally safe. 
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 HIRING SECURITY PERSONNEL 

Hiring new security employees is one of the most significant functions and 
responsibilities of security management. This is true whether the employer is a 
proprietary security department or a security service company. The real degree 
of that responsibility is best valued in light of the old adage about sending a fox 
to guard the hen house. For this reason, great care and attention is essential to 
avoid hiring that fox. The standards of care and attention applied in hiring 
security applicants must far exceed those used for other types of applicants. An 
applicant for security guard should meet the following minimum standards, 
which apply to the lowest entry-level position, typically a uniformed security 
officer: 

(a) The security applicant must be free from any physical or emotional 
disorder or handicap that would preclude meeting predetermined 
performance standards.  

(b) The security applicant must demonstrate responsibility, maturity, and 
honesty through a verifiable history of prior employment and/or pursuit of 
education. 

(c) The security applicant must not have a conviction of any crime involving 
moral turpitude. 

 
However, it should be noted that in August 2007, Malaysia banned hiring of 
foreign security guards following a rape and murder of a student by a Pakistani 
security guard. Security guard companies need to apply to the Ministry of 
Internal Security. 
Most states now license security officers. However, each state has set a standard, 
as it concerns to a criminal conviction that is too low: Security officers must not 
have suffered a felony conviction. These low state standards suggest that anyone 
with a lesser conviction (misdemeanor or petty crime) is okay or is otherwise 
appropriate for security employment and licensing. 
 
There are several reasons why this suggestion is mistaken: 

(a) Many criminal acts are intentionally reduced to misdemeanors to 
accommodate the judicial process. 

(b) Physical checking/marching. 

(c) Excluded evidence may result in the conviction of a lesser but included 
offense. 

(d) Many so-called misdemeanors would become felonious if not interrupted 
or intercepted (the perpetrator is caught or arrested). 

5.1 
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(e) The criminal act and law-breaking acts cut-off by licensing states is 
probably an arbitrary and expeditious solution to an awesome workload in 
a relatively high volume, high-turnover industry being processed by an 
under funded, short-handed state staff. 

(f) Moral depravity, not the felony conviction, must be the standard in the 
security industry.  

 
The following questions need to be pondered upon in this regard: 

(a) Would you hire a man convicted of indecent exposure (an exhibitionist) to 
work as a security guard in a summer camp for girls? That offense is not a 
felony. ItÊs only a misdemeanor! 

(b) Would you hire a woman convicted of shoplifting a blouse from a 
department store as a store detective? That offense is not a felony. ItÊs only 
a misdemeanor! 

(c) Would you hire a man convicted of filing a false crime report as a security 
employee? Such falsification is not a felony! 

(d) Would you hire a person convicted of a misdemeanor-involuntary 
manslaughter committed while driving intoxicated-with two other 
convictions for drunk driving? Would you hire him or her as a security 
driver of an armored truck? No felonies here! 

 
The security industry has a serious accountability to those it serves. It must set 
higher standards than the licensing bodies of the states. After all, it is the 
employer who at the end is accountable for its service and the employees who 
provide that service-not the state!  
 

 
 

1. What are the minimum standards for the selection of security 
employees? 

 
2. What should the characteristics of a security guard you would 

hire for your organisation be? 
 

SELF-CHECK 5.1 
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 PROCESS OF HIRING 

Hiring is a step-by-step process that eventually leads to the applicantÊs 
acceptance of a job offer. These steps are as follows (Figure 5.2): 
 

 
Figure 5.2: Process of hiring 

5.2 

Try to find out what are the minimum standards observed for hiring 
security personnel in your state. 

ACTIVITY 5.1 
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5.2.1 Recruiting 

(a) EEntry or First-Level Positions 
 A direct approach in advertising an existing vacancy is generally desirable. 

This openness can comprise information such as company name, the fact 
that it is an equal opportunity employer, location of job, uniform benefits, 
initial salary, minimum requirements, and the fact that the position is an 
entry-level job. As a rule, the Human Resources Department of the 
company administers the recruiting activity; nevertheless, they look to the 
individual managers for direction. Within the limitations of company 
policy, the Human Resources Department strives to meet the wishes of the 
manager. Policy restrictions such as „No salary quotations in newspaper 
advertising‰ would obviously have an effect, although not an adverse one, 
on the degree of openness in advertising. The issue of advertising salary is 
quite controversial. The salary question must be answered at some point, 
and it will indeed be a factor in the decision of the applicant for the security 
job. Just as the company is in the market for new employees, the applicant 
is shopping for a new employer. Based on certain data available in the 
newspaper ad, the applicant selects prospective employers. 

 
(b) NNon-entry-Level Recruiting 
 The recruiting approach for skilled, technical, and managerial personnel is 

quite different from personnel for entry-level positions. Rather than the 
direct, open approach, the „blind ad‰ technique is recommended. Such 
advertisements are designed to attract career or professional people. 
Advertisements must appeal to and solicit their specific talents; for instance, 
the copy might read, „Major banking firmÊs Security Department accepting 
applications for position of Fraud Investigator. Applicants must have 
minimum five yearsÊ credit fraud and/or forgery investigative experience.‰ 

 
 Some candidates reading such an ad will refer to themselves, „ThatÊs me. I 

qualify.‰ If they are open for a change or a new job, they will certainly 
respond. The blind ad is simply one in which the identity of the company is 
not revealed. Instead, interested candidates are asked to submit their 
resumes to a post office box number or to some other third party. 

 
 The unidentified advertisement permits the company to prescreen 

candidates and interview on a highly selective basis. It also allows some time 
for at least a preliminary background investigation into the candidateÊs 
qualifications before the initial interview. Ultimately, skilled, technical, or 
managerial candidates will be filling far more sensitive positions in the 
security organisation than will entry-level candidates. Because of this, far 
greater care must be exercised in the selection of advanced candidates. 
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5.2.2 Physical Checking/Marching 

This step (Figure 5.3) is to check specific height, build and weight of the 
candidate and to ensure that there is no physical deformity. It also ensures 
his/her eye sight are in line with the company requirements. The candidate shall 
be able to perform marching satisfactorily. During physical examination, the 
candidate should be asked whether or not he/she was member of any uniform 
organisation such as cadet Police, Fire & Rescue cadet, St. John Ambulance, etc. 
 

 
Figure 5.3: Physical checking 

5.2.3 Initial Interviewing 

The first contact of an applicant with the company should be with the Human 
Resources (Personnel) Department. Every applicantÊs first interview should be 
with a professional human resource interviewer who will review the data on the 
application, making any corrections and clarifications as appropriate. This initial 
personnel interview is not for the purpose of selection or making an employment 
decision. Rather, it is an official preliminary, preparing the applicant for the 
coming interview with the security representative. The applicant is then escorted 
or sent to the Security Department with the employment application, preferably 
sealed, for the real job interview. 
 
Following the interview, the security representative will make notes on the reverse 
side of the application form concerning the impressions he or she has made. The 
security interviewer must, however, be properly trained in those laws specifically 
pertaining to hiring practices, both at the federal and state level, that prohibit 
discrimination against applicants based on sex, age, race, or creed. For example, 
the notation on a female candidateÊs application that „mother-in-law baby-sits‰ 
could be construed as gender discrimination should the applicant not get the job.  



 TOPIC 5    SECURITY PERSONNEL MANAGEMENT � 71 

 
(a) TThe Interview 
 The purpose of the interview is for the interviewer to determine if there is a 

match between the interests and qualifications of the applicant and the 
needs of the department. This can only be achieved on a personal, one-on-
one basis. Before the commencement of the interview, the interviewer 
should study the written application in private. It is disconcerting for the 
applicant to sit in silence watching the interviewer pore over the 
application. Likewise the interviewer will find it difficult to concentrate on 
the application with the applicant staring at him or her.  

 
 The exchanging gives the interviewer some meaningful information to 

consider and explore further. For instance, the next question could be how 
much time the applicant would need to complete a typical background check. 

 
(b) TThe Seven Interviewing Rules 

(i) Ask open-ended questions that cannot be answered with a yes or no. 

(ii) Probe the answers. 

(iii) Do not signal the answers you are looking for in your question. 

(iv) Ask motivator-type questions that tend to give the applicant a chance 
to provide revealing answers.  

(v) Ask the applicant what he or she likes to do most on the job. Most 
applicants do not have a chance to even consider what they would 
like to do. It is often surprising how wide a variety of talents and 
skills can surface in response to such a question.  

(vi) Do not waste precious time „selling‰ your company or department. 
By the time the applicant gets there, he or she is convinced of the 
desirability of the job, although the applicant may have a few 
questions he or she would like answered. 

(vii) At the conclusion of the interview, give the applicant a date that he or 
she can go by.  

 
 Most applicants are keyed-up and nervous before and during the early 

stages of the interview. In the security profession, which comprises 
interrogation responsibilities, these factors make applicants emotionally 
vulnerable to the experienced supervisor or manager. As the level of 
professionalism in security rises, it is to be hoped that all employment 
interviews will be handled in a sensitive and empathetic fashion. 
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5.2.4 Selection of Best Candidate 

If the interviewer understands the job function for which he or she is recruiting 
and knows precisely what job qualifications are necessary (in terms of acquired 
skills, experience, education, and temperament and personality) and if the 
interview is conducted in an objective manner, then one candidate should stand 
above the rest. The goal is one of objectivity; the problem is subjectivity. Too 
frequently, the best candidate is not selected because of bias on the part of the 
interviewer. To discipline oneself in the interviewing and selection process to 
look for the candidates with the best qualifications, regardless of their colour, 
age, sex, hair style, complexion, weight, shoe size, and so forth, will assuredly 
contribute to the selection of the best candidate. Figure 5.4 shows an example of a 
selection process. 
 

 
Figure 5.4: Selection process for security guards in Malaysia 
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5.2.5 Background Investigation of Applicant 

The purpose here is to emphasise how critical the screening effort is in selecting 
security applicants. The management team that fails to turn over every 
reasonable stone in clearing a candidate reflects a negligent if not derelict staff. 
The key word in that statement is reasonable. To subject one security applicant to 
a thorough neighbourhood check may be a reasonable way to expose a 
reputation of excessive drinking, child neglect, or other unsavory personal habits, 
but with another applicant that same strategy may not be deemed necessary or 
reasonable. Before we review the various screening strategies, let us first look at 
what we are obliged to accomplish in this background investigation/screening 
process. We should, if at all possible, satisfy ourselves with the answers to the 
following questions: 

(a) Is the applicant really who he or she says he or she is? 

(b) Does the applicant really have the work experience that is claimed? 

(c) For the length of time that he or she claims? 

(d) Does the applicant have the education that is claimed? 

(e) Does the applicant possess the skills that are claimed? 

(f) Is the applicant financially stable or does he or she have a history of credit 
problems? 

(g) Is the applicantÊs apparent good character genuine or does he or she have a 
criminal history? 

(h) What kind of reputation did the applicant have on prior jobs or in his or her 
neighbourhood? 

(i) How does the Security Department (or security service company) 
reasonably satisfy themselves that they have the answers? They do this by a 
combination of the following: 

 Careful examination of the applicantÊs application for employment, looking 
for unanswered questions, erased answers, answers that were struck out or 
otherwise changed, gaps in the history of employment, and answers or 
statements that demand explanation, for example, „Have you ever been 
convicted of any crime other than a minor traffic offense?‰  

(i) Answer: „Yes‰ or, „Reason for leaving job.‰  

(ii) Answer: „Quit‰ or „Terminated.‰  

(iii) A simple, inexpensive, intelligent, and direct way to gather 
information is by asking the candidate questions and asking for 
explanations. The answers could very well disqualify an applicant 
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right then and there or provide direction for a subsequent 
investigation that could disqualify an unacceptable (below standards) 
applicant. 

(iv) Telephone calls to former employers to verify dates of employment, 
reason for leaving, reputation, type of work, salary, and rehireability. 
There are those skeptics who will say former employers wonÊt 
divulge information over the phone, and in some cases thatÊs true, but 
the skilled and professional investigator more often than not can 
obtain some of the desired information. 

(v) Neighbourhood checks, that is, actually going to the immediate 
neighbourhood and talking to local residents. 

(vi) Checks of local and/or state criminal records which are legally 
available, including court records. 

(vii) Requiring applicants to take the so-called paper and pencil tests, 
which are essentially psychological survey instruments that have the 
capability of identifying attitudes that suggest that the applicant is 
unsuitable for employment. 

(viii) If time permits, written communication to former employers, schools, 
training centers, and so forth, seeking verification of information 
claimed on the application. 

5.2.6 Job Offer 

Once the applicant has been chosen and screening is completed, we have come 
full circle-back to the Human Resources Department. The selected candidateÊs 
application and the interviewerÊs comments are reviewed by the Human 
Resources representative and interviewer. The salary and starting date are 
agreed on and the matter is then left in Human ResourcesÊ hands. They will make 
the job offer. If for any reason, there is a problem with the starting date or salary, 
the representative will serve as the intermediary until the matter is resolved. This 
is an important service that shields the Security Department from what can be a 
disagreeable or unpleasant dialogue. 
 



 TOPIC 5    SECURITY PERSONNEL MANAGEMENT � 75 

 
 

 

 JOB DESCRIPTIONS 

The very underpinnings of the Security DepartmentÊs organisational structure 
are the job descriptions. Indeed, Newman and Warren, in their discussion on 
clarifying job specifications, state „If an organisation is designed properly, we 
have a series of job descriptions‰. There is a direct relationship between the 
strength and effectiveness of an organisation and the quality of job descriptions. 
Quality here can be defined in terms of: 

(a) Accuracy in and completeness of describing each job classification in the 
department. 

(b) The matching of applicants/candidates to the job description. 

(c) The individual employee understands the department expectations, as 
expressed in the job description. 

(d) The departmentÊs ability to design its training efforts to support the job 
descriptions, or, put another way, to match the training to the job 
descriptions. 

(e) Performance evaluations based on the job descriptions. 

(f) Job descriptions that currently reflect those tasks necessary for the larger 
organisation (i.e., the Security Department) to achieve its stated objectives. 

5.3 

1. What should be the recruiting procedure for the entry level and 
non-entry level candidates? 

 
2. What are primary and secondary interviews? Why are they 

important? 

SELF-CHECK 5.2 

Prepare a questionnaire for background check of a security employee. 

ACTIVITY 5.2 
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 ACCURACY AND COMPLETENESS IN 
DESCRIBING THE JOB 

An accurate and complete description should leave no questions as to the nature 
of the work and the expectations of management. Compare the following 
undesirable and desirable job descriptions first for a background investigator. 
 
„The background investigatorÊs responsibility is to validate the truthfulness of an 
applicantÊs statements, and to determine his or her suitability for employment, 
which would include: 

(a) Confirming previous positions by contacting former employers, 
supervisors, or personnel executives. Such contact would verify dates of 
employment, reason for termination (if available), general evaluation of 
applicant, and whether or not the applicant would be considered 
rehireable. 

(b) Conducting personal interviews with the applicantÊs neighbours, landlord, 
and so forth to determine the general reputation in his or her social setting. 

(c) Conducting a credit check to ensure the applicant is financially responsible. 

(d) Conducting a search of Department of Motor Vehicle records to determine 
the applicantÊs accident or citation history, if any. 

(e) Conducting a search of those available court and/or criminal records that 
could reflect former criminal activities that the applicant denies.‰ 

(f) As for cases of recruiting candidate as Auxiliary Police, the Security 
Department shall forward the details of candidates and their finger print to 
the Royal Malaysia Police for verification. 

 MATCHING APPLICANT TO THE JOB 

Once we have an accurate and complete description of the assignment, we 
should be able to identify those qualifications essential or desirable to discharge 
the task. Those qualifications then become the hiring criteria or standards for that 
job. If the department has ten such positions, then all ten employees have at least 
a „floor‰ of similar minimum qualifications. Applicants must have a bachelorÊs 
degree in Security Administration, Criminal Justice, Administration of Justice, 
Law, Accounting, or a degree in some relatively comparable discipline in which 
research and investigation is the primary thrust of the career for which it is 
designed. 
 

5.5 

5.4 
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Applicants must have a minimum of three yearsÊ investigative experience. 
Experience in personnel administration may be substituted on the basis of two to 
one for two of the three investigative years of experience for this position in 
background investigations. Experience in credit reporting may be substituted on 
a one-for-one basis as long as the candidate meets the educational requirements. 

 EMPLOYEE’S UNDERSTANDING OF THE 
JOB 

Many a times, it is experienced that an employee does not even know what a job 
description is. He/she is often confused in delivering the duties and 
responsibilities. Just imagine the difference in a given employeeÊs attitude as well 
as in performance if presented with the description of the companyÊs 
expectations for performance (as spelled out previously, for example, in the 
detailed duties of the background investigator). 
 
One of the great pities in organisations is the gap between line performance and 
managementÊs expectations. The pity is the gap itself-the employeeÊs perceptions 
of managementÊs expectations are different from what, in fact, management 
expects! This is not confined to the lowest level of the organisation; that gap can, 
and does in many organisations, go all the way up to middle and senior 
management. 

 MATCHING TRAINING TO THE JOB 
DESCRIPTION 

Most security organisations than ever before are engaged in their own training of 
staff. Earlier, much training was so-called on-the-job training, which was 
generally sketchy at best. Even where we find in-house or proprietary security 
training, thereÊs a tendency to approach it generically. In other words, all 
investigators are trained in the art of interviewing and interrogations, but the 
finite application is missing. Certainly all investigators (e.g., fraud specialists, 
forgery specialists, dishonest employee investigators, freight claims investigators, 
„due diligence‰ investigators) need training and retraining on interviewing. 
What about applying the principles of interviewing, as an example, to the 
specifics of a given investigatorÊs daily work? More specifically, there should be a 
special interviewing workshop for background investigators, in which they role-
play gathering information from a landlord or a neighbour-this really makes the 
training activity productively meaningful. After all, gaining the confidence of 
and encouraging an applicantÊs neighbour to share information is quite different 
from interviewing an employee who witnessed another employee roll a company 
forklift. 

5.7 

5.6 
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 JOB DESCRIPTIONS ARE CURRENT 

If job descriptions are living, viable underpinnings of organisational performance 
and success (and they are), then they must be tended to and cared for-watered 
and fed-so that they reflect the present and current organisation: 

(a) If a security clerical is now responsible for a new word processor and 
computer, is that reflected in the job description? 

(b) If credit fraud investigators now inquire directly into credit files by use of 
computerised cathode-ray tubes (CRTs), is that included in their job 
descriptions? 

(c) If the company has absorbed a smaller firm in the next state and the Loss 
Prevention Auditor is now required to visit that new site on a monthly 
basis, is that travel and out-of-state work referred to in the job description? 

 
The only thing that is constant is change. Modern and progressive security 
departments are always operating on their tip-toes, that is, alert and sensitive to 
whatÊs happening and what needs attention, including keeping job descriptions 
current. 

5.8 

1. Why does chaos creep in the tenure of the employment of an 
employee? 

 
2. Why is it necessary to match training with the job description? 

Give your own views. 

SELF-CHECK 5.3 

Assume that you are assigned job of hiring five security employees for 
a manufacturing firm, how will you match the selection criteria with 
the security personnelÊs employment. Draw your strategy. 

ACTIVITY 5.3 
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 COMPOSITION OF THE JOB DESCRIPTION 

Examination of most job descriptions reveals that they are composed of three 
basic elements: (1) functions, (2) responsibility and authority, and (3) 
relationships. This seems to be too restricting; it fails to depict the greatest 
possible dimension of the position. Probably the best job description would 
include the following: 

(a) Objective of the position 

(b) Dimension of the position 

(c) Nature and scope of the position 

(d) Position in the organisation 

(e) Mission and environment 

(f) Specific functions of the position 

(g) SubordinatesÊ functions 

(h) Primary challenge of the position 

(i) Authority vested in the position 

(j) Relationships 

(k) Requisites 

(l) Principal responsibilities 

5.9 
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 SAMPLE JOB DESCRIPTION 

The following (Figure 5.5) shows a sample job description for a security 
personnel. 
 

 

 
Le Meridian Hotels and Resorts is owned by Star wood Hotels and Resorts 
Worldwide, Inc. Star wood Hotels is one of the leading hotel and leisure 
companies in the world with 1000 properties in more than 100 countries. 
Join Le Meridian Kuala Lumpur and enjoy a working environment that is both 
challenging and rewarding. 
 
(a) Post � Security Supervisor/Security Guard. 
 
(b) Location � Kuala Lumpur. 
 
(c) Responsibilities 

(i) To ensure daily smooth running of Security Department and to 
check that the team complies with security requirements and 
abides to rules and regulations imposed. 

(ii) To assist the Director of Security as regards investigation of any 
security incidents. 

(iii) To maintain at all times utmost discipline and high quality 
standard of safety towards the hotel guests, property and 
employees. 

(iv) To act as a liaison officer between guest and management. 

(d) Requirements 

(i) Malaysian or Permanent Residents only. 

(ii) Preferably with relevant qualifications in Security or related 
discipline. 

(iii) Preferably 2 years experience in Security Department in the Hotel 
Industry, Ex-Policeman or Ex-Army Personnel service would be 
added advantage. 

(iv) Computer literate in MS Office application (MS Word, MS Excel 
and MS Power point). 

 

5.10 
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Figure 5.5: Sample job description for a security personnel 

 

 

� An organisation is people, and the performance of the Security Department 
will benefit from care and attention to personnel selection.  

� Recruiting activity will be adapted to the job level, with open ads 
recommended for entry-level positions. Blind ads, followed by more detailed 
screening, will be used for higher level positions.  

� Interviewing is the heart of personnel selection. After the initial screening by 
the Human Resources Department, the primary interview should be 
conducted by the supervisor for whom the selected candidate will work.  

 
(v) Proficient in both written and spoken English and Bahamas 

Malaysia. 

(vi) Mature, positive attitude, self-discipline, highly motivated, pro-
active, details oriented. 

(vii) Well-groomed and must be physically and mentally fit, willing to 
work on shifts including weekends and public holidays. 

(viii) Able to work with minimum supervision. 

(ix) Clear from criminal record. 
 
If you would like to rise to this challenge, please send us your updated CV 
within five days, stating personal particulars, work experiences, present and 
expected salary, together with a recent passport-size photograph via email to 
jaclyn.low@lemeridien.com or by mail addressed to: 
 
Director of Human Resources, 
Le Meridian Kuala Lumpur, 
2, Japan Steen Central, 
Kuala Lumpur Central, 
50470, Kuala Lumpur. 
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� Questions should require meaningful answers (not signalled in the question) 
and should be designed to allow the candidate to reveal as much of himself 
or herself as possible.  

� There exists a significant relationship between an organisation's performance 
and the various job descriptions that cover the assignments of that 
organisation.  

� Those job descriptions must accurately and completely describe the duties, 
provide for the matching of the candidate to the job, be understood by the 
employee, be the source of training for each job, be a key source in measuring 
performance, and reflect the current activities and responsibilities of each job. 

 
 

 
Applicant 

Job description 

Performance evaluation 

Sample job descriptions 

Security personnel 

 

 

1. Why is a broad definition of a task undesirable? 
 
2. How does a good job description fill the gap between an employeeÊs 

performance and managementÊs expectations? 
 
3. Cite an example of a training programme that could come directly from a 

job description. 
 
4. Why is it important for job descriptions to be current? 
 
5. What does „dimension of position‰ mean?� 
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1. What are the six steps in the hiring process? 
 
2. Name the seven interviewing rules. 
 
3. Besides newspaper advertising, what is another method of soliciting 

applicants for entry-level positions? 
 
4. Discuss the differences in the approach to recruiting for a non-entry-level 

position versus an entry-level position. 
 
5. What does „sending a fox to guard the hen house‰ mean? 
 
6. Name three ways to „screen‰ or otherwise verify an applicantÊs 

background. 
 


