Lesson 5

Job offer letter: A formal written document that is provided by an
employer to a candidate selected for employment which outlines
information regarding the employment terms.
The employer usually requires the candidate to sign and return the letter
as a formal acceptance of employment.
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employment terms: such as the date employment is to begin, the position
the individual is being hired to perform, the agreed upon salary, benefits to

be provided, etc.
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Placement: is the last stage which comes after recruitment and selection
process.
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Placement is a process of assigning a specific job to each of selected
candidates. It involves assigning a specific rank and responsibility to an
individual. It implies matching the requirements of a job with the

qualifications of the candidates.
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Orientation: The introduction of employees to their jobs, co-workers and
the organization by providing them with information regarding policies,
Procedures, company history, goals, culture and work rules etc.
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Advantages of Orientation:
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1- Developing a kind of positive feeling from the new employees
towards the organization and its systems.
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2- Attaining the maximum benefit of time of the new employee and his
boss because a new employee without a good background of doing
work and its procedures will not be efficient.
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3- Decreasing the cost of beginning because an oriented employee will
be less likely to make mistakes.
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4- Increasing the new employees' efficiency and effectiveness.

aall cabh gall dddeld g 3.1 30l )



