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ABSTRAKT

Tato bakalatska prace ma za cil analyzovat soucasny stav vyhledavani a vybéru zaméstnanct
ve firm¢ Scott Automation a.s. Prvni ¢ast prace je teoreticka a se zabyva poznatky z oblasti
fizeni lidskych zdroji a popisem procesu vyhledavani a vybéru zaméstnanct. Tyto poznatky
také vysvétluji zékladni terminy spojené s touto problematikou a jsou Cerpany z odborné
literatury. Druha ¢ast prace je praktickd a zkouma systém vyhledavani a vybéru zaméstnanca
ve firmé Scott Automation a.s.. Tato ¢ast zaCina predstavenim organizace, ktera obsahuje
zakladni udaje o spolecnosti, zaméstnancich a vybranych ekonomickych ukazatelich. Dalsi
¢ast uz je vénovana sytému vyhledavani a vybéru zaméstnancii v dané firm¢ s popisem toho,

jaké zdroje pro vyhledavéani pouziva a jak cely proces ndboru a vybéru probiha.

Kli¢ova slova: nabor, vybér, kandidat, organizace

ABSTRACT

This bachelor’s thesis aims to analyse the current state of search and selection of employees
in the company Scott Automation a.s. The first part of the thesis is theoretical and deals with
knowledge in the field of human resource management and a description of the process of
searching and selecting employees. This knowledge also explains the basic terms associated
with this issue and is gained from the professional literature. The second part of the thesis is
practical and examines the search and selection system of employees in the company Scott
Automation a.s. This part begins with an introduction to the organization, which contains
basic information about the company, employees, and selected economic indicators. The
next part is devoted to the system of search and selection of employees in the company,
describing what sources it uses for the search and how the whole recruitment and selection

process is underway.

Keywords: recruitment, selection, candidate, organization
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INTRODUCTION

In today’s world, with successful organizations expanding and founding their subsidiaries
worldwide, a company needs to overcome various economic or organizational barriers and
secure its position among the competition. However, this requires that the organization has
enough qualified people, without which it could not function. It can be claimed that human
capital is the most vital thing a company needs to work. Therefore the organization must pay
sufficient attention to human resource management to ensure the best employees for its

company.

This bachelor’s thesis will aim to examine the current state of search and selection
of employees in Scott Automation a.s. for the CNC Machine Operator and Press Brake
Operator positions. These positions were chosen because it was an actual problem the
organization had to address. The CNC Machine Operator and Press Brake Operator are
technologically focused positions for which there is the need to find enough qualified
workers with adequate educational backgrounds. Scott Automation a.s. has tried
unsuccessfully to find suitable candidates for these positions for a long time. Therefore, the
thesis will inquire into the organization’s system of searching and selecting employees for
the two positions and discover its main strengths and weaknesses to provide

recommendations for improvement.

The theoretical part of the bachelor’s thesis will introduce the principal terms
connected to human resource management, recruitment, and selection. This part will
concentrate on the professional literature, which will serve as a background to understand
and explain the recruitment and selection process and other necessary terms to further

examine the organization’s system in the practical part of the bachelor’s thesis.

The practical part will focus on Scott Automation’s system of search and selection
of new employees while using the knowledge described in the theoretical part. The first
chapter will introduce the organization. The following chapters will be aimed at analysing
the system of finding new employees for the CNC Machine Operator and Press Brake
Operator positions. Scott Automation’s system will be compared accordingly to the
theoretical knowledge highlighting its strengths and weaknesses. Consequently, the final
chapter with proposed recommendations will suggest improvements to its system, ensuring

the organization will find the necessary number of employees for these job positions.
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I. THEORY
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1 HUMAN RESOURCE MANAGEMENT

Human resource management (HRM) is a term used to describe all employment processes,
including people working in an organization (Armstrong 2020, 4). Also, this term indicates
managerial approaches which are connected to the successful finding of new employees,
their future development, and their well-being in a company while ensuring the best possible

employment relationship and bilateral satisfaction (Horvathova and Copikova 2017, 1).

According to Koubek (2015, 15), HRM is a concept that evolved from personnel
management during the 1950s and 1960s, emphasizing the workforce as a principal and

valuable source for an organization helping to succeed in established company objectives.

The same opinion is shared by Horvathova and Copikova (2017, 3), adding a point
that explains the difference between personnel management and human resource
management. Personnel management is focused administratively, paying attention to
communication with employees and paperwork that handles employment issues such as
payrolls, contracts, or employment laws. On the other hand, HRM is focused more on the
employees and their overall incorporation into an organization since the workforce should

contribute to and support its success. (Horvathova and Copikova, 2017, 3).

HRM managers in an organization must manage numerous activities while ensuring
that their implementation will fulfill organizational objectives. Whereas the main goals are
usually similar for every organization, the main activities performed by managers can vary
according to the size of an organization or the function of managers (Hook and Jenkins,
2019, 6). The main goals which an organization aims to achieve through HRM belong

(Armstrong 2020, 7):

¢ understanding that all human resource strategies in a particular company should be
used and implemented in a way that would provide an organization with the
necessary support to achieve its objectives and ensure that those activities are in

concord with the organization’s business strategy,

e an effort to develop a high-performance culture that would be sustainable over a long

period of time,

e discover the best ways to attract talented, skilled, and engaged people for an

organization who are necessary for an organization’s success,
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e create a harmonic employment relationship that would provide a sense of trust,

appreciation, and understanding between management and employees,

e participate in a good experience for employees and provide them opportunities for

their professional growth.
The main activities of managers are as follows (Hook and Jenkins, 2019, 5):

e responsibility for workforce planning, including analysis, the processes necessary for

recruitment and selection of employees,
e learning of new employees, their training and development of skills and knowledge,

e motivating employees using rewards for their high performance and regular

payment, benefits, training for professional improvement,
¢ handling contracts, ensuring equal employment opportunity and fair treatment,
o follow health, safety, security, and ethics issues according to laws or provisions,

e manage dismissal or redundancy decisions and the process itself.
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2 HUMAN RESOURCE PLANNING

Human resource planning or workforce planning refers to an essential process of human
resource management in which managers must analyze people’s requirements for vacancies
needed for an organization. It means analysing the organization’s people already working
for them, the number of employees a company must hire in the future, or solutions for a
necessary current demand and supply of employees. In other words, those processes should
result in having the required number of people with the necessary skills and knowledge in

an organization at the right time and in the right place. (Armstrong 2020, 289).

Nevertheless, it is essential to do these processes, which are mentioned above, in a
way that will correspond to organizational strategy and will satisfy short and long-term

company goals (Horvathova and Copikova 2017, 17).

2.1 Reasons for HR planning

In case the human resource planning is appropriately done in an organization and
corresponds to the current and future state, which a company predetermines as its objective,
the results of the analysis can help an organization to display information for improving its

human resource strategies (Caroline and Jenkins 2019, 141).

According to Armstrong (2020, 291), there are three main reasons for HR planning

in organizations:

e to understand and possibly optimize people’s resources in a way that can modify
according to circumstances and modify them due to actual problems, which could

result in making undesirable decisions,

e to benefit from analysis in a way that managers would easier predict the future state
if they are acquainted with the current situation, and they would focus not only on

short-term objectives but also on the long-term,

e to compile human resources plans accordingly to business plans and in a way that
those plans can obtain support from higher managers and better organize and

coordinate critical organizational decisions and their application in practice.



TBU in Zlin, Faculty of Humanities 15

3 RECRUITMENT AND SELECTION

Recruitment and selection are considered an essential part of HRM, which allows managers
to compete for skilled candidates for their organization by using different methods and
processes to attract several possible candidates who will meet the company’s requirements

to fill a vacancy needed (Emma - Denisa 2017).

Although recruitment and selection can be considered as two separate processes with
different approaches, they are fundamentally interconnected and influence each other
(Hortvathovéa and Copikova 2017, 20). This idea is confirmed by Hook and Jenkins (2019,
164), claiming that both are closely related and focus on hiring an employee with specific
competencies. However, Hook and Jenkins (2019, 164) added that even though these two
processes are related and interconnected, each requires different levels of managers’ abilities

and expert knowledge.

In today’s competitive world, organizations must adjust to numerous changes. Those
changes include the national and global economic environment, as well as changes in
shortage of skilled employees, candidate’s expectations for an employer and work itself, and
in recent years the shift in usage of new and evolving technologies not only in the recruitment

and selection processes but also in the workplace (Zeuch 2016, 3).

According to Nikolaou (2021), recruitment and selection of employees have been
changing, especially in the last twenty years when new technologies are on the rise. The new
technological developments include the internet, social media, and numerous other
possibilities that substantially impact the recruitment and selection process. It has influenced
methods and provided HR managers with new options used in those processes (Nikolaou

2021). A majority of them will be explained in detail in the following chapters.

3.1 Legal aspects

The process of recruitment and selection of an employee or other labor law matters between
the employee and the employer are subject to the Labor Code No. 262/2006 Coll., as
amended in the Czech Republic.

In addition, the employment contract is also subject to the Labor Code No. 262/2006
Coll., which states, according to the provision §34, three mandatory information that must

be included in the employment contract as follows:

e “the type of work (job title) which the employee will perform for the employer,
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e the place or places of work where the employee will perform the work pursuant to

the first point,

¢ the date of commencement of employment (i.e. of an employment relationship).”
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4 RECRUITMENT PROCESS

The term recruitment, recruiting, or staffing is defined as searching for people with the right
skills, knowledge, and behaviours to fit into an organization and successfully perform a job

or a particular position within the organization, which is needed to fulfill (Zeuch 2016, 5).

Moreover, the recruitment process is crucial for an organization because having
capable employees means that an organization can fulfill its organizational objectives
through them, influencing its success and prosperity, and competitiveness among other

companies (Koubek 2015, 126).

The process of recruitment and selection itself is divided into numerous stages.
Armstrong (2020, 299) suggested ten stages of this process, which include “defining
requirements, attracting candidates, sifting applications, interviewing/assessment centres,
testing, assessing candidates, obtaining references, checking applications, offering
employment, following up.” On the contrary, Horvathova and Copikova (2017, 21)
suggested only five stages, including “job analysis, recruitment and selection strategy,

recruitment, selection, and evaluation.”

In one way or another, the fundamental stages include attracting candidates,
screening potential and suitable candidates, and the final stage of offering a job (Nikolaou
2021). Nevertheless, differences in recruitment and selection appear between small and big
organizations. Big and small companies do not function similarly, so more prominent
organizations conduct these two processes more intensively than smaller organizations using
different methods and approaches to find suitable candidates (Emma - Denisa 2017,
Urbancova, Stachova, and Stacho 2015, 1052). The reason for that is differences in an
organization’s size and, consequently, its HR department’s size, costs available, and the
economic sector in which an organization operates (Urbancova, Stachova, and Stacho 2015,
1052). In addition, it also depends on the lifecycle of an organization, which means in which
stage (existence, survival, success, renewal, and decline) an organization is currently
standing and on the overall economic cycle, which positively or negatively influences

external circumstances (Emma - Denisa 2017; Lester, Parnell, and Carraher 2003, 342-343).

4.1 Job analysis

Job analysis is a process in which managers have to gather information about a vacancy that

is needed to fill and define the requirements of potential candidates in terms of their skills,
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knowledge, and duties (Hook and Jenkins 2019, 167-168). It is the first and vital stage of
recruitment since this process should provide basic information about a position for potential
candidates (Armstrong 2020, 299; Horvathova and Copikova 2017, 21). Job analysis aims

to form job descriptions and job or person specifications (Hook and Jenkins 2019, 167).

4.1.1 Job description

Job descriptions describe a specific position’s primary responsibilities, tasks, and
information about it. As recommended by Koubek (2015, 134), job descriptions should
contain “job title, job function, employment, types of job tasks and for what is an employee
responsible, place of work, the possibility of training and education during work, working

conditions, especially working environment and salary conditions.”

4.1.2 Job or person specification

Job or person specifications describe the necessary qualifications of potential employees,
which are inevitable to do the specific position (Lussier and Hendon 2020, 337). According
to Koubek (2015, 134), the specifications should contain information about “education and

qualification, skills and abilities, work experience and personality characteristics.”

When managers work on these two forms of documents, Koubek (2015, 134)
recommends establishing criteria for a more straightforward assessment of candidates in the
way of sorting requirements into essential (those requirements that are inevitable for a
particular position), desirable (those which are favorable to the performance of a specific job
position, although they are not essential), welcome (those requirements which are not
necessary, even though they might improve candidate’s capabilities within work) and
marginal (those which are not required or essential for candidate’s performance and might

be enhanced by additional training).

Job descriptions and job or person specifications are essential documents containing
information necessary for further stages, including attracting potential candidates and

assessing them in the selection process (Hook and Jenkins 2019, 167).

4.2 Recruitment and selection strategy

This second stage is essential for an entire recruitment and selection process since the
strategy should establish a systematic way to recruit and select new employees. Furthermore,

this strategy should be unified with an overall business strategy of the organization to ensure
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the best possible suitability in considering potential candidates and job positions

(Hortvathova and Copikova 2017, 21).

When compiling recruitment and selection strategies, there are numerous questions
that managers must consider and factors that must be appropriately evaluated. Among the

most critical questions belongs (Horvathova and Copikova 2017, 21):

e how many people an organization needs to fill a vacancy required and from which

sources (internal or external) managers want to attract and then hire candidates,

e which possible sources of attracting potential candidates managers will use for

recruitment,

¢ which methods managers will use in the recruitment and selection process and how

these results will be evaluated,

e how much recruitment and selection will cost, and how much time will be spent on

this process.

Consequently, the factors which can influence the recruitment and selection process

in terms of attracting potential candidates are (Armstrong 2020, 300-303):
e strengths and weaknesses of an organization in terms of advantages for employees,
e view of an organization as an employer connected to employer branding,
e Dbenefits that an organization can offer to potential or current employees in terms of
an employee value proposition.
4.2.1 Internal or external sources of candidates

Before attracting candidates, managers should know whether to hire people from internal
sources or find possible candidates from external sources, which means deciding whether
they want to offer a job position to the organization’s employees and give them a chance to
be promoted or find a suitable person with the necessary requirements in the labor market

(Urbancova, Stachova, and Stacho 2015, 1052).

According to Lussier and Hendon (2020, 430-431), the main advantages of internal

recruitment include:

¢ increasing motivation and engagement of employees through their promotion,



TBU in Zlin, Faculty of Humanities 20

knowledge of present employees regarding their experience with operations and

processes in a workplace,

organization’s knowledge about employees and their performance which gives them

a view of employee’s suitability for a different position,

saving costs for the whole recruitment process because an organization does not

spend money on advertising.

Consequently, the main disadvantages of internal recruitment include (Horvathova

and Copikové 2017, 25; Lussier and Hendon 2020, 431):

having a much smaller pool of potential candidates than from external recruiting,

lack of new ideas and opinions, which external candidates could bring into an

organization,

problems in social relations since the ones who were promoted might get a higher

position and supervise those with whom they were working before,

limited possibilities from which managers can select the best candidate, meaning that

external candidates could be more suitable for their qualifications.

Also, there are the main advantages of external recruitment, which are, according to

Koubek (2015, 130) following:

there is much more diversity of potential candidates with different skills, knowledge,
and competencies outside the organization than could be available in internal sources

of candidates,

people from external sources could positively influence an organization through a
variety of new opinions, pieces of knowledge, and experiences, which could provide

new approaches to organizations’ in how things can be done differently,
external recruiting is usually faster and more inexpensive than internal recruiting.

Furthermore, the main disadvantages of external recruiting are the following

(Horvathova and Copikova 2017, 25):

the process of recruitment and selection is longer than internal recruiting, and

additional training for new employees could be expensive,
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e the organization could hire a candidate who could not perform in a way the
organization intended because managers do not have any information about their past

performance as they have with internal sources of candidates.

4.2.2 Strengths and weaknesses of an organization

Before compiling a plan for attracting candidates for particular positions, it is advisable to
analyse what an organization can offer its employees. This analysis can cover issues
concerning a company’s reputation, benefits for employees, or opportunities for employees
of an organization, including their further development, training, or possible chances for a

promotion (Armstrong 2020, 300).

Armstrong (2020, 300-301) suggested that it is valuable to enquire about these issues
to current employees and appropriately obtain information about other organizations

working in the same business field to make a competitive offer for employment.

4.2.3 Employer branding

Employer branding is another factor that can convince potential employees to join the
organization since employees naturally want to work for an organization with an excellent

and respected reputation (Khalid and Tariq, 2015).

Whereas Armstrong (2020, 301) defined employer branding as “the image presented
by an organization as a good employer,” Khalid and Tariq (2015) described employer
branding as ““a process of developing the perception of the brand for the audience and making

it that much unique that it could be differentiated from their competitors.”

Furthermore, employer branding serves organizations to attract employees by
representing its organizational culture and influencing candidates’ subjective perception of
an organization so that they are attracted and identify themselves as a person who will fit

into an organization (Khalid and Tariq 2015; Carpentier, Hoye, and Weijters 2019).

4.2.4 Employee value proposition

This term refers to factors influencing potential or existing employees regarding what is
valuable for them and why they want or are working for a particular company. In other
words, these factors mean advantages that a company can offer to its employees (Armstrong

2020, 302).
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Among those factors belong not only financial remunerations but also advantages
considering career opportunities, location of a company, an opportunity for further training,
organization’s benefits, working environment, and reputation of an organization (Armstrong

2020, 303).

4.3 Methods for addressing candidates

Nowadays, there are plenty of possibilities for attracting suitable and skilled candidates. HR
managers are now affected by globalization, information technologies, and other
consequences of the modern world. It compelled them to redefine their strategies and update
approaches in competition for the best possible employees (Hmoud and Laszlo 2019, 22).
With the emergence of the internet and social media, organizations must change the
traditional way of sourcing candidates and implement these new technologies in HRM
activities, especially concerning the younger generations, who are constantly surrounded by

new technologies (Slavi¢, Bjeki¢, and Berber 2017, 36-37).

Therefore, combining traditional forms of addressing candidates, for example,
advertising, with new and modern, for example, social media, online recruitment, and others,
is the best possible way of attracting potential candidates (Slavi¢, Bjeki¢, and Berber 2017,
39).

4.3.1 Advertisement

Advertisement is the most widespread and used source for attracting candidates. There are
many possibilities for organizations where to put their job advertisement. These might
include local or regional newspapers, billboards, professional journals, the internet, radio, or

television (Hook and Jenkins 2019, 176; Horvathova and Copikové 2017, 22).

The advantage is that this source could be visible almost everywhere to reach a wide
range of people, possibly also those who are not actively looking for a job. On the contrary,
the advertisement is costly since rent is charged for all places where an advertisement is
found. Mainly, there is a problem when this source would not help find potential candidates
for an organization. Managers must then use other sources, costing organizations even more

money (Koubek 2015, 138).
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4.3.2 Online recruitment

Online recruitment indicates that the process of recruiting people occurs online. Online
recruitment allows for job position advertisement on corporate websites, organizations’
social media pages, or job boards. Further, it allows application forms and CVs to be sent by
e-mail, and screening of candidates can be done with the help of online databases or

candidates’ social media pages (Hook and Jenkins 2019, 180).

The online recruitment method could also be extended to the selection process. It is
advantageous for candidates to do video interviews, electronic tests, complete an application
form online, and send a CV or motivation letter without even going somewhere (Slavic,

Bjeki¢, and Berber 2017, 39).

However, the online recruitment and selection process is still combined with the
traditional way of those processes. According to Slavi¢, Bjeki¢, and Berber (2017, 39), the
online method is predominantly used for sending application forms, CVs, and online tests.
However, face-to-face interviews and other stages of the selection process are still done

traditionally (Slavi¢, Bjeki¢, and Berber 2017, 39).

There are numerous reasons to use online recruitment, such as the possibility of
reaching a significant number of potential candidates, reducing costs and time spent on the
process, flexibility, and it is also an easier way of finding information both for candidates
and managers (Hook and Jenkins 2019, 181). In addition to these advantages, Slavi¢, Bjeki¢,
and Berber (2017, 37) stated two problems, including the possibility of responses from
candidates who do not have the required qualifications or do not meet the requirements for
the job position. The other one concerns a problem for the older generation to be attracted
through this recruitment method since they do not have access to the internet (Slavi¢, Bjeki¢,

and Berber 2017, 37).

4.3.3 Social media

Today, since social media are widely used and not only by younger generations, it has
become an essential source for attracting candidates. Many organizations now invest money

into creating their own social media pages (Carpentier, Hoye, and Weijters 2019).

Social media pages are online platforms, such as Facebook, Twitter, LinkedIn, or

Instagram, allowing sharing information to a broad audience while allowing active
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interaction and communication between them. Moreover, they are accessible to everyone

(Armstrong 2020, 304; Carpentier, Hoye, and Weijters 2019).

According to Carpentier, Hoye, and Weijters (2019), organizations can use social
media to attract candidates and present “their organization, products, brands, and through

which they communicate with different stakeholders.”

An organization’s social media pages can positively influence an attraction and
candidate’s perception of a company by providing more broad information about an
organization and introducing how it is to work for that organization, for example, through a
video. Especially when an organization is active on social media pages, presenting news and
responding to people’s questions, it can improve a candidate’s view of an organization as a

good employer (Carpentier, Hoye, and Weijters 2019).

However, social media pages can be beneficial also in searching for information
about potential candidates. Nevertheless, this way of recruiting has some challenges.
According to Murire, Chinyamurindi, and Cilliers (2020), the main problem is a privacy
issue. People use social media primarily for their personal purposes, and they do not always
manage their content which is accessible only to their friends. The question is to what extent
managers should use the information found on candidates’ social media pages in the
recruitment process. Other challenges include reliability, which means that managers do not
know whether the information is accurate or not and whether employers have even the right
to use the information found on social pages in the recruitment and selection process (Murire,

Chinyamurindi, and Cilliers 2020).

4.3.4 Job boards

Job boards or job sites are websites on which organizations advertise their job offerings, so
it lists many vacancies from many different organizations available in one place. It can be
said that job boards were the first online recruitment opportunities where candidates could

find a job (Nikolaou 2021).

Potential candidates might search results according to numerous requirements (place
of work, salary, profession) to better orientate in databanks of vacancies (Armstrong 2020,
306). In the Czech Republic, the most well-known job boards are Prace.cz, Jobs.cz, or

Profesia.cz.
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4.3.5 Corporate websites

Corporate websites are official websites of an organization, including detailed information
about the organization, its history, organization mission, services, employees, benefits,
vacancies available, and contact numbers (Armstrong 2020, 306; Horvathovéa and Copikova
2017, 24). It is a common practice for organizations to have their own websites. However,
candidates do not usually directly go to the website in the recruiting process. It is pretty
common to assess an organization’s website after seeing an advertisement for a vacancy to

search for more detail about a specific organization.

4.3.6 Universities and educational facilities

Cooperation of an organization with high schools, universities, and other educational
facilities is also a familiar source for attracting new and potential candidates for the future.
Nowadays, some organizations put their effort into increasing the number of graduated

people to work for their company (Armstrong 2020, 308).

Organizations’ cooperation with universities on grants or projects in which students
are involved might give them necessary practical experience while ensuring organizations
have possible and skilled candidates for their positions in the future. It has become a common
practice advantageous for organizations in the Czech Republic. Through these collaborations
with students, an organization could bring talented people and satisfy the organization’s
needs (Urbancova, Stachova, and Stacho 2015, 1057). In addition, many universities in the
Czech Republic and the United States hold campus recruiting, which allows students to find
more information about organizations and talk with either organization’s employees or its
representatives (Koubek 2015, 139). Apart from this, promotional brochures about the
organization participating in campus recruiting are distributed to students to better orientate
in the information and opportunities provided by companies (Horvathova and Copikova

2017, 24).

According to Koubek (2015, 138), the most significant advantage is that high schools
or universities could suggest suitable students to organizations and organizations acquire

information about student’s field of study, including prior knowledge and skills.

On the contrary, Koubek (2015, 138-139) sees the main disadvantage of graduated
students working for a company due to their lack of time throughout the school year. It means

two possibilities for organizations: either they could wait for students’ graduation and fill
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the job position only temporarily, or they could involve students whenever possible, for

example, on holidays, and include them already in training for the specific job position.

4.3.7 Other methods for addressing candidates

Even though other sources such as artificial intelligence, recruitment agencies, recruitment
consultants, or executive search consultants can be used in the recruitment process, they are
not described because this theoretical knowledge is not necessary for the practical part of the

bachelor’s thesis.
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5 SELECTION PROCESS

The selection process logically follows the recruitment process. Since the recruitment
provides managers with a pool of potential candidates suitable for job positions, the selection
process continues to evaluate and decide between candidates and provide an organization
with those who will start to work on a specific job position (Slavi¢, Bjeki¢, and Berber 2017,

38).

As Hook and Jenkins (2019, 186) explained, selection is defined as a process in
which managers must “to choose the best person for the job.” The process incorporates a
few rounds of assessing potential candidates who are evaluated and compared with other
candidates according to the job requirements, qualifications, and HR managers’ predictions

to manage and perform a specific job position (Hook and Jenkins 2019, 186).

The selection process is divided into numerous stages, which differ according to the
authors. Hook and Jenkins (2019) stated two main stages of selection, including “shortlisting
from the applicants and assessment to determine the most suitable person for the job.” On
the contrary, Horvathova and Copikové (2017, 26) stated that the process consists of eight
stages, including “a pool of qualified candidates, initial screening, a smaller pool of qualified
candidates, the first round of selection, a smaller pool of qualified candidates, the second

round of selection, new employees, and orientation.”

The selection process and methods used in this process will vary in each organization,
considering the size of an organization, the period in which managers should find a new
employee, and the position for which an organization is searching an employee (Horvathova

and Copikova 2019, 25).

5.1 The initial screening and shortlisting

The initial screening of candidates begins after candidates’ response to an advertisement for
an offered job position. Candidates’ responses should consist of an application form and CV
to allow managers to obtain necessary information about candidates for further evaluation

and selection between them (Armstrong 2020, 308).

An application form contains information about candidates’ education, training,
additional courses, previous work experiences, qualifications, and personal information
(Armstrong 2020, 308; Hook and Jenkins 2019, 181). The application form might differ in

every organization since many prefer to have their own for different job positions. Moreover,



TBU in Zlin, Faculty of Humanities 28

the advantage of having their own application form is that managers could choose what kind
of information they want to obtain from potential candidates. At the same time, it will
provide them with the same kind of information from every candidate, which is convenient

for further stages of the selection process (Hook and Jenkins 2019, 181-182).

A curriculum vitae (CV) is similar to an application form since it contains the same
basic information about the candidate’s work history, education, certificates, and other
important information. However, the main difference is that candidate does not have to
strictly follow a form that has to be written according to the required types of information
(Arthur 2006, 89). At the same time, for managers, a CV could be more challenging to assess
in comparing the information with other candidates because the CV’s information depends
predominantly on the candidate’s discretion, so the entire process is much more time-

consuming (Hook and Jenkins 2019, 185).

Once an organization obtains these documents from candidates, it can commence
screening them and shortlist suitable candidates for a job position. The first stage is to
process all acquired application forms and CVs for which an organization could use Al
technologies. After this stage, the screening of applications begins. This stage compares
available information about candidates from the application form and CV with the

requirements included in a job or person specification (Armstrong 2020, 310).

In this stage, managers should take notes about each candidate and classify them
according to their suitability regarding their qualifications, skills, or experience. Koubek
(2015, 154) suggested classifying them into three groups. The first group is labeled very
suitable, meaning that those candidates will be invited to an interview. The second group is
labeled suitable, meaning that those candidates could be invited for an interview unless there
are a few very suitable candidates. The third group is labeled unsuitable, and those are
candidates who are not suitable for the job position, and they are refused at this stage

(Koubek 2015, 154).

The next step is to prepare for an interview. Managers should decide which types of
questions will be asked, what additional information is required to obtain from shortlisted
candidates, who will do the interview, how much time would be spent on the whole process,

and which selection methods will be used in addition to interviewing (Armstrong 2020, 312).
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Once an interview program is prepared, shortlisted candidates should receive a letter
or e-mail as an invitation for an interview. The rest of them, thus suitable and unsuitable

candidates, should receive a holding letter or rejection letter (Armstrong 2020, 312).

5.2 Methods for obtaining information about candidates for selection

Horvathova and Copikové (2017, 27) said that the most well-known selection methods are
interviews, tests, and assessment centres. Urbancova, Stachova, and Stacho (2015, 1053)
added that questionnaires, interviews, and references were the most widely used methods for
obtaining information about candidates. However, these methods are now usually used with
additional methods, such as personality and ability tests or assessment centres, which help

managers assess candidates’ abilities more deeply (Urbancova, Stachova, and Stacho 2015).

As it was mentioned before, the recruitment and selection processes are influenced
by technology. The technology is used in the earliest stages of selection, but it is also
becoming more widely used for selection methods. The main selection methods mentioned
in this chapter might be conducted online, even though it is still advisable to have at least
face-to-face interviews because it is the first interaction between managers and potential

employees.

5.2.1 Interviews

An interview is the most helpful method for selecting potential candidates. However, it is
essential to know that the interview should benefit both a candidate and the employer or
interviewer. It is a two-way process where the interviewer should obtain additional
information about candidates. On the other hand, candidates should have an opportunity to
ask questions and obtain information about the organization. A typical interview is divided
into numerous phases. It includes an introduction and explanation of how the interview will
be conducted and a time for asking candidates questions related to their skills, duties, and
expectations in the specific job position to assess their suitability. The last phase is devoted
for candidates to asking questions related to an organization or additional questions

considering the role in the organization (Horvathova and Copikova 2017, 27).

However, some obstacles might appear during an interview and consequently affect
the evaluation process of selecting candidates. The interviewer’s insufficient preparation and
training for conducting an interview might ensue these obstacles. Another mistake of

interviewers is that they can influence their opinion on candidates according to their own
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experience or attitudes, but they should avoid subjectivity in the selection interview (Hook

and Jenkins 2019, 192).

The following are the most common bias in interviews, according to Horvathova and

Copikova (2017, 29) and Hook and Jenkins (2019, 192-193):

e the halo effect occurs when interviewers are influenced by one positive thing about
candidates, and this initial good impression persists even there is some unsatisfactory

information revealed during an interview,

e snap decisions occur when interviewers are influenced by their own opinion about

candidates, and this subjective opinion does not change during an interview,

e preference of hiring people with specific personal characteristics, which causes

interviewers to believe that candidates are like them,

e contrast effect occurs when interviewers have more interviews consecutive, and they

sort people as bad or good even it should not be necessarily the case,

e stereotyping happens when there are certain groups of people, such as minorities, and
interviewers assume that their characteristics are the same as all members of these

groups.

5.2.2 Tests and assessment centre

Selection tests and an assessment centre might be used in addition to different methods for
obtaining information about candidates. However, these two options are not explained
because they are not selection methods that would be used in the practical part of this

bachelor’s thesis.

5.2.3 References

References represent another widespread option for obtaining information about candidates
and assisting with the evaluation. New employers usually ask candidates’ current or previous
employers to confirm qualifications, experience, or previous job responsibilities (Hook and
Jenkins 2019, 209-210). The primary purpose of references is to confirm the candidate’s
employment record and factual information found there (Armstrong 2020, 322). As Hook
and Jenkins (2019, 209-210) suggested, references should be requested after a new employer

offers candidates a job position.
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After finishing all selection methods and obtaining references, managers have to
finalise the recruitment and selection process by choosing the right candidate and officially
offering a job position. There can happen that there is only one best suitable candidate, or
there is more than one possible candidate, or no suitable candidate was not found in the entire
process. In the third case, managers should consider whether some candidates can be hired

if provided with the necessary training to perform the job (Armstrong 2020, 321-322).

Once the final decision is made, the most suitable candidate chosen to be hired for
the job should receive a letter, e-mail, or telephone call with an offer of employment. Then

the confirmation is finalised by signing an employment contract (Armstrong 2020, 322-323).
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6 SUMMARY OF THEORETICAL KNOWLEDGE

The theoretical part of this bachelor’s thesis focuses on finding talented and qualified people
for organizations and their selection among other candidates. The need to find new workers
belongs among the main goals on which the human resource management focuses. This need
is also related to human resource planning, ensuring that the company adequately analysed

people’s resources and the conditions needed to satisfy business plans.

After analysing people’s resources, the need to fill a vacancy might arise. Then, the
company must gather enough information about the vacancy, define the requirements and
qualifications of potential candidates, and the main responsibilities to create a job description
and person specification to commence the recruitment and selection process. The vital part

is also to decide whether the organization will hire the people internally or externally.

The essential part is also to analyse what the organization can offer its employees
when employer branding and employee value proposition are considered. These two terms
refer to factors that can influence or even convince potential candidates for the vacancies to
join the company. They are not considered only financial benefits but also a company as a

good employer, which is its image.

Consequently, the recruitment process should ensure the organization has a pool of
potential candidates for vacancies. The company can use many methods to address them,
including advertisements in the press, radio, or TV, and different forms of online recruitment

such as corporate websites, social media pages, or job boards.

As soon as the organization has a sufficient number of potential candidates, there is
a need to choose among them to find the best suitable person for the job position. The
selection process has many stages, which are affected mainly by the number of potential
candidates or the suitability of candidates. The candidates are screened and shortlisted
according to information and requirements contained in their CVs or application forms, the
documents required when applying for the vacancy. Then, different selection methods can
be used, including the interview or references, to obtain information and check employment

records about candidates.

The recruitment and selection process, if successful, should ensure that the
organization finds the most suitable candidate for whom the company will fill the vacancy.
The whole process is officially finalised by signing the employment contract with the chosen

candidate.
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II. ANALYSIS
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7 INTRODUCTION OF THE ORGANIZATION

7.1 The scope of the organization’s business and its size

The Scott organization is a global expert in automation, which is proved by its more than
100 years of engineering history. Scott is one of the world-leading organizations providing
devices with smart automation and robotic solutions. Over the years in the business, the
organization spread across many countries and today is operating in America, Canada, Chile,
Uruguay, New Zealand, Australia, China, Czech Republic, Belgium, France, Germany, and

United Kingdom (Scott Automation, n.d.).

Scott is a global organization employing over 600 employees around the world. More
than 200 workers are employed in Europe, and more than a half of them are employees of
Scott Automation a.s. in the Czech Republic. Currently, Scott Automation a.s. employs 124
employees, primarily in the Operations department. The total number of employees ranks
this organization among medium-sized companies. Of 124 employees, there are two CNC
Machining Centre Operators, one CNC Laser Operator, and four Press Brake Operators. The
number of operators might have changed already due to the hiring or dismissal of employees

(Internal document, 2022).

Figure 1 shows the number of employees according to the individual years. The
number changes according to the natural fluctuation of employees. However, the strong
impact on the reduction of employees in 2020 and the following year, 2021, was Covid-19.
It forced the organization to operate in so-called partial unemployment. Also, they could not
afford to renew fixed-term employment contracts or fill job positions after employees retired

(Annual report, 2020, 2021).
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Figure 1 Number of employees in individual years (own creation according to annual
report)

The organization’s scope of business includes the production and installation of
handling and packaging lines for packaging, semi-finished products, or finished products.
Scott Automation’s specialization is concentrated on palletising and depalletising systems.
Therefore, there are three industries in which the organization operates, including (Scott

Automation, n.d.):
e material handling,
e indrustrial automation,
e meat processing.

The organization offers various products for the material handling industry, which
are beneficial for its efficient production in manufacturing and warehousing facilities. The
products include end-of-line palletising systems, multi-line palletising systems, automated
storage and retrieval systems, automated guided vehicles, centralised palletising systems,
shared palletising systems, order preparation systems, or industrial software (Scott

Automation, n.d.).

Scott’s specialization is also in industrial automation. They can provide robotic
equipment which ensures quality and consistency. This equipment includes robots for

palletising or robots for depalletising (Scott Automation, n.d.).
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In 2019, the organization commenced producing the BladeStop bandsaw for the meat
processing industry. This equipment provides efficiency while ensuring that the work is done

with minimum health and safety risks for operators (Scott Automation, n.d.).

In addition to offering a wide portfolio of products, the company also provides
additional services to its products. It has a service team responsible mainly for technical

support, which includes (Scott Automation, n.d.):
e maintenance, either preventative or curative,
e reconditioning,
e remote diagnostics,
e supply of spare parts or their substitution,
e upgrading of devices.

Furthermore, a service team is qualified and has the expert knowledge for providing

training certifications for operators of their products (Scott Automation, n.d.).

Since the organization provides a variety of products, Scott has established itself as
a worldwide provider of automated solutions for businesses throughout the years. Scott has
acquired well-known companies as its main customers, including GE Appliances, Rio Tinto,
Silver Fern Farms, JBS, Panasonic, McCain, Pfizer, PepsiCo, Pilgrim’s, Thomas Foods,
Procter & Gamble, ANZCO Foods, Primo, Electrolux, Clarins, Deldo, Hiagen-Dazs, Doyen,
Bpost, Morrisons, BHP, Colruyt, Alliance Farmer’s Produce, Miiller, FrieslandCampina,

Wollworths, Jamestrong, AMPC and others (Scott Automation, n.d.).

7.2 Organization’s goals

Every organization has its main objectives expressed in its visions, missions, values, or
principles, which form its corporate culture. The mission of the organization Scott
Automation is to provide smart automation solutions for industries worldwide to make the
work safer for employees while saving costs and time due to robotics and automation’s

effectiveness and productivity (Scott Automation, n.d.).

Organization’s vision for the future is to be the first choice worldwide in their
automation industry for businesses that want to operate with higher productivity and

efficiency (Scott Automation, n.d.).
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Moreover, this organization has a set of values that represent them and are essential

for how the company does its business. Those values are (Scott Automation, n.d.):
e excellence,
e results,
e integrity,

e people.

7.3 Selected economic indicators of the organization

Table 1 indicates how the Scott Automation a.s. prospered in the years 2019, 2020, and 2021.
The year 2019 was influenced by Alvey Group’s acquisition with Scott, which affected the
economic outcomes due to changes that had to be adapted according to the new agreements

between these organizations (Annual report, 2019).

The year 2020 was significantly influenced by the Covid-19 pandemic situation. The
biggest problem was restrictions on movement between EU states, which resulted in shifts
in delivery and installation times for other subsidiaries. The consequence was about 20%

lower than last year’s revenues (Annual report, 2020).

The year 2021 was still affected by the pandemic situation. However, the
organization managed to increase many times its profit/loss. Considering the operating
profit/loss, Scott achieved an increment of 10% compared to the last year (Annual report,

2021).

Table 1 Economic indicators (own creation according to annual report)

277 220

162 664 1217 139

176 956 3 660 5801
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7.4 SWOT analysis

As suggested in the theoretical part, it is convenient for the organization to analyse its
strengths and weaknesses. Therefore, the following analysis aims to discover the

organization’s strengths, weaknesses, opportunities, and threats which may affect Scott

Automation a.s.

*Many years of experience in this field of business - background of a stable organization.
sThe size of the organization - family approach and friendly environment.

eCooperation with the world brands.

¢ A very diversified portfolio of services and products for various industries.
eProfessional team of people working for the organization.

eLocation in a small town - Brno has more job opportunities.
*Need for very specific positions.

*Not very widespread awareness of the organization in the Czech Republic compared to
other global companies.

*New innovative technologies that they can use to develop new or improved products.
¢ A few competitors operating in so many industries.
eReduction of additional costs and margins that increased due to Covid-19 restrictions.

eLack of qualified people for specific positions.

eOther companies in the area are looking for workers for the same job positions such as
Alca plast, NORMA Czech, or PRAMOS.

eChanges in laws or other government restrictions in countries where subsidiaries are
located, and the consequences may affect the sale or production of products.

Figure 2 SWOT analysis (own creation)
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8 AN ANALYSIS OF THE CURRENT SEARCH AND SELECTION
OF EMPLOYEES IN SCOTT AUTOMATION A.S.

The analysis of the current search and selection of employees for the CNC Machine Operator
and Press Brake Operator positions in Scott Automation a.s. will serve as a suggestion for
improving the system of searching and selecting new employees. The reason is that this
organization is struggling to find the required number of qualified employees for these

technologically focused positions.

Scott Automation a.s. ranks two positions under the term CNC Machine Operator:
the CNC Machining Centre Operator and the CNC Laser Operator. Therefore, the term CNC

Machine Operator will collectively refer to these two positions.

8.1 Aim of the analysis

The analysis aims to examine the current state of search and selection of new employees in
Scott Automation a.s. for the following job positions, CNC Machine Operator and Press
Brake Operator, and potentially discover the main strengths and weaknesses of this

organization’s search and selection system.

8.2 Methods of data collection

After studying the theoretical knowledge of how the recruitment and selection process
should be conducted, it was needed to know how it is practically done in this organization.
For this purpose, four different methods of data collection were chosen to obtain the

necessary information.

The first source was a study and examination of internal documents. Specifically,
those documents include: quality policy - company principles, lists of current positions in
the organization, map of operations, recruitment policy, and HR: recruitment, introduction,
and qualification. By examining these documents, it was possible to describe the
organization’s principles, which are forming the corporate culture, the number of employees
working in this organization, and the recruitment and selection process of employees, which
is stated in the recruitment policy and internal directive. Internal documents clarified how
the recruitment policy works in Scott Automation a.s. and who is responsible for each step

in the recruitment and selection process.
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The second source was consultations with the HR manager, held nine times. Since
the HR manager is responsible for the whole recruitment and selection process, these
consultations were beneficial for obtaining the necessary information about it. The HR
manager was able to provide internal documents and answered questions concerning the
issues which were needed to describe. The consultations concerned the organizational
structure, number of employees, current positions in the organization, or benefits and
opportunities for employees. It was also discussed whether the company uses internal or
external sources of candidates and which sources the organization used or still uses for
attracting candidates. Also, the entire recruitment and selection process of candidates and all

the steps required before hiring an employee were explained by the HR manager.

The third source was the observation. Thanks to the HR manager, there was the
opportunity to attend one job interview which was held on 9" March this year. The HR
manager led it with the cooperation of the foreman, which provided a closer view of how
the whole process was conducted. This observation was helpful in understanding how the
interviews are practically done and what is needed from the HR manager and a candidate in
terms of documents and important information that should be emphasised throughout the job
interview. Also, it was beneficial for assessing whether the interview was well-conducted or
it was the reason for problems with filling vacancies because of some obstacles that might
appear during the interview, such as poor HR manager’s preparation or inappropriate

questions.

Also, the analysis of the promotion of vacancies used by the company was done when
studying the organization’s advertisements for vacancies. It was concentrated on their
content such as salary, benefits, job description, or study background and qualifications. In
addition, to examine the methods for addressing candidates, the focus was on their placement
in the local press (Podivinsky zpravodaj), social media (Facebook and Instagram), corporate

websites, or job boards (Jobs.cz, Jenprace.cz, Volnamista.cz).

8.3 Scott Automation’s current situation

The HR manager is responsible for the whole recruitment and selection process of
employees. The HR department has two employees, including the HR manager and
accountant, and it is directly subordinate to the HR department for Europe, which is located
in Belgium. So the HR department is not a member of the organization’s top management.

Also, the company has no personnel strategy to follow. However, Scott Automation a.s. has
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its own organizational principles (app. P I), which form a corporate culture. Figure 3 shows

the shortened version of the principles.

Figure 3 Organizational principles (own creation according to organization’s
documents)

Scott Automation tries to constantly find new employees for the CNC Machining
Centre Operator, CNC Laser Operator, and Press Brake Operator. The company’s
continuous effort is to fill 3-5 of these positions since they are causing problems with order
fulfillment and product delivery. Even though that Scott has a minimum number of
employees for these positions who ensure that the production process is still satisfactory,
there is a need to avoid a situation when a missing operator will cause problems with
continuity of production. When this situation happens, the organization is forced to move to

a job with other employees who can work on CNC machines.
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8.4 Recruitment

The recruitment of CNC Machine Operators and Press Brake Operators is necessary because
of the shortage of enough qualified people for these technical job positions. Therefore, the
recruitment process must always be started when there is a need to replace an existing
position or a new position. All Scott’s departments have a headcount which is reviewed
annually. Thus the recruitment process begins on request for a new employee required either

by management after an annual review or by a department manager.

Scott Automation a.s. has a processed form for each job position that serves as a job
description describing the scope of work and requirements for candidates. An example of
this form is seen in Appendix II. After completing that form, the department manager can
complete the Recruitment Requisition Form (RRF) when the position is needed to be
occupied by a new employee. According to Scott’s recruitment policy, the RRF (app. P III)
must contain a description of the position, employment type, salary range, start date, and
other benefits. The hiring manager completes this form with the assistance of the HR
manager. The department manager is responsible for complementing a job description, and
these two documents are sent to the HR manager for review and approval. The final approval

of documents is done either by the COO or CEO.

8.4.1 Financial and non-financial benefits

Before commencing the recruitment process, the organization must know what it might offer
potential candidates regarding financial or non-financial benefits. This information can also

be found in advertisements for vacancies.

As far as employer branding is considered, Scott Automation can offer a stable
background of a world organization which suggests employer reliability and certainty of
joining a professional team. As was mentioned in Scott’s organizational principles, the
emphasis is placed on employees, their cooperation as a team, and, more importantly, their
satisfaction and well-being at work. To summarise, Scott Automation a.s. can be represented
in employer branding as an organization with a high level of employee engagement, solid
social interaction and ties, high candidate quality considering experience and qualification,

and a strong organizational culture aimed at people.
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The employee value proposition is represented as financial benefits and other
opportunities and advantages that a company might offer employees. The following are

benefits that an organization provides or advertises on job vacancies:
e recruitment allowances for new and current employees up to 80 000 CZK,
e 25 days of holiday,
e meal vouchers at the price of 150 CZK for a day,
e 13™salary paid in August,
e 500 CZK for a month in a case that the employee is regularly attended,
e bonuses of superior,
e 1500 CZK bonus for work on Saturday,
e corporate events such as summer barbecues and Christmas parties.

Other advantages of working in this organization, considering location, an

opportunity for further training, or working environment, are the following:

e the location of the organization is situated near Bfeclav, a district town in the South
Moravian Region, which allows commuting to work for a global company nearer

than in a big city like Brno, so people living in this area can take advantage of it,

e cvery employee has an opportunity for further training or retraining every year,

which is conducted either internally or externally and lasts at least three days,

e the size of Scott Automation company is not big, which allows for a more family-
like environment where there is open and honest communication, positive social
interaction between employees and superiors, supportive leadership, and team

responsibility.

Once the Requisition form and a job description are approved, the HR manager takes
responsibility for advertising and publishing a vacancy. For the vacancy advertisement, Scott

Automation a.s. uses internal and external sources of candidates that are described below.

8.4.2 Methods for attracting internal candidates

Even though other companies might prefer to use predominantly external sources of
candidates, it is appreciated that Scott has in its recruitment policy that advertisement for

vacancies must also be done internally. It can increase the motivation and engagement of
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employees while the company is sure about employees’ performance. Moreover,
advertisements for vacancies are more widespread by using internal and external sources of

candidates, which is advantageous.

Internal candidates, so the current employees have many ways to know about a new

vacancy. These are the following:
e an e-mail with information about actual free vacancies sent by the HR manager,
e advertisements posted on notice boards in production,
e advertisements placed on an electronic information board in production,
e advertisements placed on boards in the organization’s entrance hall,
e advertisements placed on the information board in front of the company building.

In addition, as was mentioned in benefits, there are recruitment allowances up to
80 000 CZK available for the current and new employees. The current employee can get this
allowance by recommending a new employee for the organization. Scott began to reward
new employees with recruitment allowances last year when the situation in the labor market
was critical, and the lack of qualified workers compelled them to increase the attractiveness
of its job positions. From that time, a new employee is also benefited by 80 000 CZK when
joining the organization. The total economic costs of using internal recruitment range from

50 000 CZK to 500 000 CZK per year since the company provides recruitment allowances.

8.4.3 Methods for attracting external candidates

There are many possibilities for attracting expertised and skilled workforce. Scott uses the
most well-known sources to find external candidates for its specific positions, including
CNC Machining Centre Operator, CNC Laser Operator, and Press Brake Operator. The
sources below are the ones that should ensure that the organization will successfully find
new employees for the vacancies that need to be filled. Consequently, Scott uses all sources
whenever a specific position is free, and a new employee has to replace it in the recruitment

process.
Advertisement

Scott uses the most widespread source for attracting candidates as the first choice to reach
potential candidates. The job advertisement for the CNC Machining Centre Operator, CNC

Laser Operator, and Press Brake Operator appears in the regional press called Podivinsky
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zpravodaj. The advertisement (app. P IV) lists all the job positions for which the organization
needs to attract candidates, the place of work, benefits, several photos of the workspace,
contact, and the organization’s logo. The design of the advertisement is in blue, white, and
black colors, which correspond to the organization’s colors. Moreover, the best advantage is
that the advertisement is located on the entire back cover page, so there is a minimal chance

of being unnoticed.

The Podivinsky zpravodaj is distributed only in Podivin. Even though it is a city with
around 3000 inhabitants, it is thought that the advertisement in the local press is an excellent
way to attract candidates directly from the place where the organization is located. Therefore,
it could be beneficial and attractive for people struggling to transport to work somewhere

other than where they live.

Scott Automation also took advantage of the organization’s location when using local
radio as another way to find job seekers. The local radio broadcasted their free positions not
only in Podivin but also in other cities nearby, such as Rakvice, Ladna, Vrbice, Bofetice,
and Kobyli. Despite this, the number of potential candidates did not increase much, so the

company did not continue to use this method.

Another way of advertising Scott used was the radio advertisement. The radio Cas
reserved space for them in their broadcasts for spoken advertising of their job offers. Scott
used this for one month, but interest in their positions did not increase as expected. Therefore

the company did not invest the money in using this method again.

Scott also tried to offer vacancies for some time in TV advertisements. Their
positions could be regularly seen in TV commercials placed in waiting rooms at Bieclav
Hospital. However, this way of attracting new employees did not have an effect that would

meet their expectations too. Therefore, the company does not use this method anymore.
Social media

Social media are another good way to present your company or attract new employees.
Unfortunately, Scott has some deficiencies in using this source. Its Facebook, Instagram,
and LinkedIn are available only as English pages as a global organization. Therefore,
Facebook is useful only for searching for information and the latest news about an
organization. The Instagram account is also presented only as an English webpage. However,

there is no activity at all.
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Even though the official social media pages are not a good option to attract Czech
candidates, Facebook is used by the HR manager to add current vacancies. The issue might
be that the HR manager is using her personal Facebook account to advertise free positions
on Podivin’s Facebook page, which has 2 500 members and is available for all inhabitants
of Podivin. Therefore advertising a vacancy can help find specialised workers from the same
place where the organization is located, as was mentioned earlier in the advertisement in the
local press. The main advantage is that the HR manager adds all available positions

regularly, so information is actual.

The advertisements added by the HR manager have four forms. The first one lists all
free positions and includes benefits and contact. The second one is used for one specific
position and consists of a job description, job specification, and benefits. The third one also
contains a list of all vacancies, but it is written without a job description, job specification,
or benefits. It includes only contact for the HR manager. And the last one lists a few positions

and consists of a shortened version of important information.
Job boards

Job boards are beneficial for listing free vacancies, and Scott lists its job advertisements on
many Czech job boards. Its offerings are displayed at Jobs.cz, Jenprace.cz, Volnamista.cz.
Furthermore, Scott cooperates with employment services and advertises its vacancies on the
official websites of employment services located in Bfeclav by completing a vacancy form

sent to them. An example of such a vacancy report is seen in Appendix P V.

Advertisements on job boards differ in some details, but it is due to websites that
allow space or structuralised tables for information. At Jobs.cz a candidate can find enough
data about a job position, including the full job description, job specification, and other
important information. At Jenprace.cz a potential candidate can see only basic information.
However, there is everything essential to know for a candidate. At Volnamista.cz a candidate
can only find a shortened version of important information, and the salary is missing. A
candidate can obtain shortened but essential information on the employment services
website, similar to Jenprace.cz. As of 21% March 2022, six advertisements for one of the
positions (CNC Machining Centre Operator, CNC Laser Operator, and Press Brake
Operator) were found on Jobs.cz, Jenprace.cz, Volnamista.cz from other companies in a

close area, including Alca plast, NORMA Czech, or PRAMOS.
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The economic costs of advertising vacancies on job boards are around 7 000 CZK
per month for each job board. Due to the costs incurred, the company receives only a few
candidates, a maximum of five within one month from the time the free position was
published. Of this number, a maximum of one candidate who is sufficiently qualified or
accepts a salary condition is offered with the employment contract. The total economic cost

of using all mentioned job boards is around 18 000 CZK per month.
Corporate websites

Like any other company, Scott Automation a.s. also uses its official websites for advertising
free vacancies. However, since Scott is a global organization, the list of free vacancies might
be complicated to find even though the website can be transformed into the Czech language.
Because when a potential candidate finds a section named ‘Kariéra’ and then clicks on
‘Aktudlni volné pozice’ candidate is automatically redirected to an English page with a list
of vacancies in English and has to look for those written in Czech. The search is also written
in English according to location and employment type. However, the advertisement itself is
written in Czech and consists of the job specification, types of job tasks, place of work, and
benefits. Even though corporate websites are not a pretty common choice for finding free
vacancies, it 1s thought it should be done and advertised more appropriately. The issue is that
not everyone is good at English, and the advertisement should at least contain a salary, which
might be a decisive factor for candidates, or other necessary parts and current advertising of

job positions.
Cooperation with educational facilities

Scott is not currently cooperating with any high schools or educational facilities. However,
in earlier years, the organization used to provide excursions for pupils attending Podivin
Elementary School but did not renew this cooperation after the Covid-19 restrictions were
released. These excursions were held for eighth grades and allowed them to see the premises
and equipment of the organization while they could learn more about Scott Automation.
However, instead of providing excursions for pupils attending Podivin Elementary School,
it is suggested that the organization should aim at students attending secondary vocational
schools around the location of Scott’s company. Through these cooperations with secondary
vocational schools, the organization can find skilled candidates for their positions in the
future. The organization’s previous effort to target the students is positively evaluated.
However, it is thought that this could be done more efficiently, targeting those who are

prepared to be potential candidates for Scott’s job positions.
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Furthermore, Scott is offering students summer practical training for gaining
experience in their field of study. However, this summer training which lasts during the
summer holiday and is attended by 3-5 students each year, is not just for students of technical
fields. The company provides them to students of elementary or secondary schools and
grammar schools who are engaged in summer practical training with auxiliary work in
production. Nevertheless, Scott Automation a.s. does not recruit its future employees in this

way.

Other methods for addressing candidates are also available, such as recruitment
agencies, recruitment consultants, or executive search consultants. Nevertheless, these
sources are not used by Scott Automation a.s. because they are unnecessary for the CNC
Machine Operators and Press Brake Operators positions since the recruitment and selection
process would be too costly. The total economic cost of using all methods for addressing

external candidates is approximately 200 000 CZK per year.

8.5 Selection

The selection process begins when potential candidates respond to the advertisement for the
vacancy. The application has the same procedure for internal and external candidates as
stated in the recruitment policy. A candidate has to apply for the job position by sending a
CV to the HR manager by e-mail or contacting the HR manager by calling. The internal
candidates who want to apply for the vacancy must also let their department head know they

are considering responding to a job advertisement.

Once the HR manager obtains responses from potential candidates who responded to
the organization’s advertisement through one of the available sources, the initial screening
can begin. With the assistance of the department manager, the HR manager reviews the
details of candidates’ applications - their CVs - to shortlist applicants and invite them to the
first interview. The labor market situation makes it challenging to find skilled workers
because of their shortage, and few candidates apply for the positions. That is why the HR
manager invites to interview all those who meet the basic requirements for the CNC

Machining Centre Operator, CNC Laser Operator, and Press Brake Operator positions.

Then, selected candidates will receive an invitation from the HR manager for the
interview by phone call or e-mail. Candidates who are not suitable and will not be invited
for the face-to-face interview will receive an e-mail from the HR manager explaining the

organization’s decision. The first interview can be conducted via phone call if it is necessary
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to either explain job-specific information, confirm the candidate’s interest, or confirm the
invitation to the face-to-face interview. However, mostly the candidates are directly invited

to the face-to-face interview.

After the candidates’ confirmation for the interview, the HR manager is responsible
for scheduling the job interview with the cooperation of the department manager. The
preparation of the interview is the responsibility of the HR manager, so before their
appointment, there is a need to process the candidate’s CV again to prepare questions that

should be asked during the face-to-face interview.

8.5.1 Face-to-face interview

The interview is conducted by the HR manager together with the department manager or
foreman responsible for the future worker. The primary purpose of the interview is to meet
the candidate, assess the candidate’s job competency, allow meeting the team and the

workplace, and ask additional questions related to the job position.

The HR manager starts the interview by introducing the persons attending the
interview and the organization and summarizing the specific job position. During the
interview, the HR manager goes through the candidate’s CV and asks questions related to
the previous employment, such as the candidate’s responsibilities or the reason for leaving
the previous work. It is an important part in which the HR manager has a chance to know
more about the candidate’s abilities, experience with work, and expectations of working for
their organization. The next thing for the discussion is the benefits an organization offers
and other opportunities that the candidate can utilise, as stated in the advertisements. In
addition, the candidate is acquainted with formal aspects of employment, including the
employment time, the start date, the salary, and bonuses for work. Other questions are related
to the health condition to know about some disabilities or limitations that could affect the

candidate’s work, such as the ZTP card, salary expectation, or possible start date.

The next part of the interview is dedicated to discussing the department manager or
foreman and the candidate. The manager or foreman briefly summarizes how the
department’s work functions and what is expected from the candidate as an employee. Then
the candidate is given time to ask additional questions connected to the department or the
job position. Also, the questions are related to the type of previous work and the candidate’s

range of abilities necessary for doing the job position.
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In the final part, the HR manager summarises the main points they discussed and
informs the candidate when they will probably contact him with the notification of
acceptance or refusal for the given position. The interview takes approximately 30 minutes
and is closed by thanking the HR manager for the candidate’s interest in working for their

organization.

8.5.2 Selection assessment

After interviews with all candidates for the given position, the HR manager has to conduct
background checks to validate the candidate’s information and collect further information to

make a final decision. These checks include:
e reference checks provided by current or previous employers,
e pre-employment medical,
e qualifications,
e criminal conviction history,
e credit check.

Scott Automation does not require any selection testing, such as intelligence,
personality, interest, or ability tests, so the first or possibly the second interview plus the
references are the only sources for obtaining information about candidates used to evaluate
candidates. Also, the assessment centre is not an option for selecting candidates since it is

too time-consuming and unnecessary for the given positions.

8.5.3 Final decision

The final review of candidates and information about them is done by the department
manager or foreman and the HR manager. Once the decision is made, the HR manager is
responsible for the final check of all documents and their approval. Then the HR manager
completes the offer documentation and signs the offer. The acceptance notification is then
sent by e-mail to the candidate, or the HR manager offers it verbally via a phone call. The
next step is to send the candidate offer documentation with the suggested date of signing the
employment contract. If the selected candidate rejects the employment offer, the chance is
given to other successful candidates who fit the position. All other candidates who were not

chosen for the job receive a notification by e-mail explaining their rejection.
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A month before joining the company, a new future employee is asked for an
appointment with the HR manager to complete a basis for drafting employment law
documents (app. P VI). Also, new employees are required to have a medical examination for
a specific position before starting work. Upon signing the employment contract, the HR
manager copies their identity card, driver’s license, health insurance card, bank account

number, and other professional ID cards they hold.

From the author’s point of view, the interview was professionally conducted since it
met the condition that it should be a two-way process. The HR manager and the foreman
obtained the necessary information while getting an idea about the candidate’s work
performance, and the candidate had enough time to ask. The cooperation of the HR manager
and foreman was well managed. There was enough time for the candidate’s question and
enough time spent obtaining important information from the candidate. It is appreciated that
the HR manager, who is essentially responsible for the full selection and recruitment process
for all job positions, has everything prepared and gives candidates essential information
about the entire process, including notification about interviews, assessments, acceptance,

or rejection.

8.6 Summary of analytical findings

After analysing the current search and selection system of employees in Scott Automation
a.s. it can be stated that the system can be improved in some ways to ensure enough

candidates for the needed job positions.

In the recruitment process, the organization does not focus only on external sources
of candidates. What is really appreciated is that Scott also uses internal sources of candidates.
Once there is a free vacancy, the current employees are automatically informed about it. As
far as methods for addressing external candidates are considered, the advertisement in the
local press is seen as the best way to attract candidates in the organization’s location. Also,
job boards are widely used for advertising vacancies. Unfortunately, cooperation with
schools, which could provide the company with suitable candidates for the future, is
misused. Instead of focusing on secondary schools where students receive the education
needed to perform the positions that the company is struggling to fill, it has focused only on
excursions for elementary schools. It is thought that other actions such as improving
corporate websites for easier orientation in vacancies offered or creating an official

Facebook page for addressing potential candidates could be ameliorated.
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Scott Automation only requires a CV from applicants to apply for the position in the
selection process. For assessing candidates, the company uses only an interview and
references. No further assessment tests are done. It has to be said that the selection process
which the HR manager manages was well prepared and conducted. In the interview, the
cooperation of the HR manager and foreman was observed, which was well done, and the
candidate felt comfortable. Everything was clearly explained, and it was not seen that there

are some shortcomings for improvement.

The entire search and selection process is in charge of the HR manager, who informs
candidates about the results of the admission procedure. What is appreciated is that the HR
manager informs unsuccessful candidates of the rejection, stating the reason why the

company is not accepting them.
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9 PROPOSED RECOMMENDATIONS

The previous chapters have described and examined the search and selection system of Scott
Automation a.s. since the need to fulfill CNC Machine Operator and Press Brake Operator
position is a current problem for this organization. Even though the various ways of
attracting new candidates for these positions are used, this chapter provides

recommendations for some ameliorations for their system.

9.1 Cooperation with secondary schools

This recommendation proceeds from Scott Automation’s previous experience with
collaboration with the school. Therefore, the organization is proposed to enter into a
cooperation agreement with the secondary vocational schools, thus giving the students of
these schools practical training during their studies in Scott Automation. The first thing
which is suggested is to define requirements concerning the education necessary to be able
to work in the given positions. For the CNC Machine Operator positions, the required field
of study with a vocational certificate is metal worker, or other possibilities are mechanic
repairman, locksmith, and toolmaker. For the Press Brake Operator positions, the candidate

must study a locksmith or another field of study aimed at mechanical engineering.

Consequently, the organization is suggested to address the school corresponding to
these fields of study requirements. In the nearby area around the location of Scott, several
schools offer at least one of the mentioned fields of study, including machine mechanic,

metal workers, mechanical engineering, or mechanical engineering work. These schools are:

e Edvard Bene§ Secondary Industrial School and Business Academy, situated in

Bieclav,
e Private Secondary Industrial School Bfeclav, s.r.o. CULTUS, situated in Sedlec,

e Secondary School and Secondary Vocational School Hustopece, situated in

Hustopece,
e Grammar School and Secondary Vocational School Mikulov, situated in Mikulov.

These schools meet the required field of study, including acquiring vocational
certificates. Their students also must complete practical training during the study, which
takes place in the form of professional experience lasting several hundred hours in

companies or organizations that have a contract with the school.
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Therefore it is recommended that Scott Automation, thus the HR manager, address
these schools with an offer of cooperation to ensure that students of these selected schools
can complete their practical training with the Scott organization. As with summer practical
training, these students should be in charge of the department manager or foreman who will
take responsibility for them. In this way, Scott can discover how capable and efficient these
students are at work, and after their studies, the organization can approach them with the
offer of employment. This cooperation can benefit both sides: the organization will have
trained future candidates for their positions accustomed to working in their company, and
schools will acquire other companies that can provide practical training and, consequently,

provide their students post-graduade jobs if there would be mutual satisfaction.

Concerning the economic costs of this suggested recommendation, Scott Automation
will have to pay the transport costs if they agree with the schools on a meeting where they

can conclude a cooperation agreement. Costs are the following (the prices are approximate):
e travel costs to Breclav are 90 CZK,
e costs to Sedlec are 120 CZK,
e costs to Hustopece are 130 CZK,
e costs to Mikulov are 150 CZK.

Consequently, the organization might reward the department manager or foreman for

students’ guidance with financial bonuses if it deems appropriate.

9.2 Trade show of job opportunities

The trade show of job opportunities is a good option to broaden awareness of the
organization. As indicated in the SWOT analysis, the weakness of Scott might be not very
wide recognition of the company compared to other companies nearby, which are trying to
find new employees for the same positions, has an established reputation, and focus on
promotion. Nevertheless, the trade show offers both organization’s visibility for new
customers and suppliers, but it can also help Scott Automation a.s. become visible to

potential job candidates.

Therefore, Scott Automation is proposed to participate in Job Fair MSV in Brno,
which will take place from 4™ October to 7™ October this year. This trade show is the most

important industrial trade show in central Europe, focusing on key areas of the mechanical
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engineering and electrical engineering industry and other related fields. Participating in Job
Fair MSV can allow Scott Automation to discover other organizations in the same field,
compare what they can offer to employees in comparison to other companies, and, more
importantly, establish personal contact with potential candidates searching for work in these

proposed fields of work in the trade show.

Even though this recommendation can benefit the organization in various ways, the
economic costs are quite high. The organization has to pay for space rent in the trade show,
transport to Brno, promotional materials such as leaflets, banners, business cards, or
promotional items such as pens. In addition, Scott needs to pay some employees who can
participate in the trade show, together with the HR manager. Space rental ranges between
2 400 CZK per square metre to 5 350 CZK per square metre according to the space location
(free area, ground floor of hall, gallery of hall). Consequently, the organization must pay a
registration fee of 12 000 CZK and a technical cost of 90 CZK per square metre. The price
for transport to Brno will be approximately 360 CZK. Concerning promotional materials,
Scott will probably use the services of companies that provide professional printing.
However, the final price can not be estimated because it depends on the number of pieces
made. Also, these companies have no price lists included on their websites, so Scott
Automation is suggested to send an inquiry through the completed form on their pages.
Concerning the need for employees who will participate in the trade show, the organization
can take advantage of various rewards. Scott might, for example, provide employees with
more days of holidays, paid them as if they were working on weekends (current earnings for
hours worked + 1 500 CZK), or offer other financial bonuses that the organization deems

appropriate.

9.3 Betterment of corporate website

This recommendation follows the problem it was mentioned in the recruitment process in
which there is the use of a corporate website as a source for addressing candidates. As far as
the website’s content is considered, the English and the Czech page contain the same
information. In other words, the English page is translated into the Czech page with the same

content in accordingly ordered sections.

Nevertheless, the problem is seen in the section Careers. There are listed all free
positions from all countries in which Scott operates. So, it does not matter the default

language of the page you choose or the selected country where you want to display the
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corporate website because you are always redirected to the English page with all currently
offered job positions. Therefore, the organization is proposed to contact its webmaster with
the request to redo this section. It is recommended to redo the section accordingly to the
default language or the country chosen. Then, the Careers will be in the Czech language with
the current job positions offered only in the Czech Republic. By doing this, information
about vacancies will be clearly arranged, and candidates will not have to browse and search

among the advertisements offering vacancies in other countries.

Considering the economic costs is hard to tell the price for this work of redoing the
website. They might vary because it is very individual for each professional company that
manages the website for organizations. Therefore, these companies have no price list on their
official website since this work is unique, and each of the organization’s requests differs in
the amount of time spent on this job or its complexity. In this case, Scott Automation a.s. is

proposed to approach its webmaster with its recommended change request.

9.4 Creating a Facebook page

As was mentioned before, the deficiency is that social media pages are available only as
English pages, so it is not convenient to use them as a source for candidates to find
information about the organization or vacancies. Even though Facebook is used in a certain
way, it is not considered that the HR manager’s personal account for advertising vacancies
is appropriate or representative for such a multinational organization searching for

candidates.

Therefore, Scott is proposed to create an official company Facebook account,
available for the Czech Republic. The HR manager has, among other responsibilities given
in the job description, the management of social networks. Thus, the HR manager will be
responsible for creating a company account on Facebook related to the Czech organization

situated in Podivin.

There is an instruction on the official Facebook page where points describe the steps
for creating a company account. The first thing is to create a company name, Scott
Automation a.s., and briefly describe the organization’s scope of business. The second step
is to add a profile picture, usually the organization’s logo. The next step is choosing from
many actions that are here to motivate people and are located at the top of the page. These
actions are site promotion, post promotion, gaining more potential customers, or just a click

so customers can call the organization or visit a corporate website (Facebook, n.d.).
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The following steps are to create actual content and provide current information. The
HR manager can use it for advertising vacancies too. Also, it is recommended to promote
the organization’s page on other Facebook pages. The author’s suggestion is to place Scott’s
page on pages such as Podivin, where are added inhabitants of Podivin. Consequently, there
are other possibilities to place Scott’s page, for example, on official pages of other towns in
the area. Through these promotions on other Facebook pages, Scott can reach a broad
audience for its page. Moreover, it is recommended to invite the current employees to join
the page by sending an e-mail by the HR manager to employees with an invitation. In
addition, the HR manager can use the organization’s page for communicating with customers

or potential candidates or for responding to their questions.

The best advantage is that there are no economic costs because creating a Facebook
page is free. However, the HR manager needs to spend some time working on this page to
provide current information and update the page with the news. The benefits of this
recommendation are a new possibility for communication with customers or candidates and

raising awareness of the organization and its job offers for people from the surrounding area.
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CONCLUSION

Human capital is the most vital thing that an organization needs to succeed among other
competitors while ensuring that the organization’s goals will be achieved. To accomplish
that, the organization needs to have qualified workers. Therefore, this bachelor’s thesis
focused on analysing the search and selection of new employees in the company Scott

Automation a.s.

The first thing that was done was to examine theoretical knowledge from the
professional literature. These theoretical findings gave a background for the practical part,
which examined employees’ search and selection system in the given company. The
theoretical part of this thesis introduced the importance of human resource management, also
stating the importance of human resource planning for understanding people’s resources.
The recruitment process was described, stating the advantages and disadvantages of using
internal and external sources of candidates, and different methods for addressing candidates
were introduced. The next part described the selection process and its steps and focused on

methods for obtaining information about candidates.

The practical part of this thesis used various data collection methods to examine the
organization’s search and selection system of employees. These methods included studying
internal documents, consultations with the HR manager, observation at the job interview,
and observation to study the organization’s advertisements. By analysing Scott
Automation’s system, it was found that the company uses internal and external sources of
candidates while addressing them with different methods. Nevertheless, some weaknesses
were found, such as inadequate awareness about the organization, insufficient use of social

media and corporate websites, or inappropriate cooperation with educational facilities.

Therefore, the proposed recommendations suggested that the organization cooperate
with secondary vocational schools with the required field of study for the CNC Machine
Operator and Press Brake Operator positions to train students for possible future
employment in the company. For the purpose of broadening awareness of the organization,
the company was suggested to participate in an industrial trade show of job opportunities.
Because of insufficient use of social media and corporate websites, the company was
proposed to create an official Czech Facebook page and redo the section Careers on its

official websites.



TBU in Zlin, Faculty of Humanities 59

It is thought that the aim of this bachelor’s thesis was accomplished, and the proposed
recommendations could help to improve the organization’s system of search and selection
of employees to ensure the organization with the necessary number of qualified workers for
the CNC Machining Centre Operator, CNC Laser Operator, and Press Brake Operator

positions.
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APPENDIX P I: ORGANIZATIONAL PRINCIPLES

IA SCOTT

POLITIKA KVALITY — FIREMNI PRINCIPY A ZASADY

10.

11.

12.

13.

Q01.01D Creator: Aaron Vanwalleghem page 1of 2 \/

Bezpetnost a spokojenost nadich zaméstnancii, zékaznikl a dodavatell jsou pro nés prvorfadé.

Nasim cilem nenfi jen, aby byl zékaznik spokojeny. Nasi zékaznici by méli byt velmi spokojeni.

Nasim cilem je byt nejlepSim dodavatelem primyslovych systémui a sluZeb ve své tfidé a tuto
pozici si udriet. Proto se musime kontinudlné zlepSovat a tedy neustdle prochdzet zménami.
V_naSem oboru podnikdni hodldme zistat a diky tomu se zaméfujeme na dlouhodobé a
kontinudini zlepSovani a dlouhodoby vyzkum a vyvoj.

Nasi lidé jsou naprosto nejdileZitéjSim aktivem spoleénosti. SnaZzime se, abychom pfijimali
pouze nejlepsi zaméstnance, pokud jde o talent, pfistup k prdci, etiku a prozakaznickou
orientaci. Samoziejmé jsme zaméstnavatelem se 100% rovnymi pfileZitostmi.

Usilujeme o vysokou etickou tiroveri. O vécech mluvime oteviené. Co fekneme, to udéldame.
Pokud udéléame chybu, pfizndame ji a sjedname ndpravu. To neznamend, Ze na sebe nechdme
svalovat vinu. Interné ani externé nesdélujeme védomé nic, o éem bychom nebyli pfesvédéeni,
Ze neni pravda.

Interné a obzvlasté externé sdélujeme pouze nezbytné nutné informace. To se tyka zejména
citlivych dat od zdkaznikd.

Konflikty, at uZ interni nebo externi, jsou nevyhnutelné a pfedstavuji pro nas pfileZitost ke
zlep3eni systému. Resime je pomoci oteviené a upfimné diskuze, vedené snahou pochopit
ndzory druhé strany a chovat se férové. To znamena férovost k druhym, ale také férovost sami
k sobé.

ivws

Misto toho se soustiedime na minimalizaci celkovych ndkladi. Snazime se mit pro kaidou
polozku jediného dodavatele, se kterym budujeme dlouhodoby vztah zaloZeny na loajalité a
davére.

Vidy budeme neustdle zlepSovat nas systém obchodu, technické pfipravy, vyroby a servisnich
sluZeb, abychom docilili zvySeni kvality a produktivity, a tim neustale sniZovali ndklady.

Vsichni nasi zaméstnanci dostédvaji kaZzdy rok interni_a/nebo externi $koleni v _minimalnim
rozsahu 3 dny.

V3ichni nadi zaméstnanci jsou vysoce talentovani a kvalifikovani dospéli lidé, ktefi nepotiebuiji
dohled. Nasi vedouci pracovnici jsou LIDRI, ktefi drzi tym pohromadé a zajistuji, aby vichni
chapali své cile a méli k dispozici potfebné nastroje, infrastrukturu a $koleni k tomu, aby téchto
cil dosahli.

Nikdy nepropustime #adného zaméstnance kvuli tomu, e se podafilo dosdhnout vyssi
efektivity nebo provést zlepSeni jakéhokoliv druhu.

Clenéni na jednotlivd oddéleni je nezbytnym organizaénim zlem. Lidé ve vyvoji, konstrukci,
obchodu a montédZi u nads i u zdkaznika museji pracovat jako jeden tym, aby byli schopni
predvidat problémy, ke kterym miZe pfi realizaci projektu nebo servisu dojit. Ke svym kolegtim
pfistupujeme jako ke svym internim zdkaznikdm. Vynikajici interni zdkaznické sluZby jsou
nutnym a nezbytnym predpokladem pro poskytovani vynikajicich sluZeb externim zékaznikam.

Created: 17/02/2016, last rev.17/08/2020
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14.

15.

16.

17.

18.

19.

Problémy, chyby nebo vady nikdy nejsou zpiisobeny pouze jednotlivcem, ale fungovanim
spole¢nosti jako celku, a musime je vnimat jako pfileZitost ke zlepSeni nadeho systému. Proto
problémy neskryvame, ani nezastirdme, ale vynasime je na svétlo, abychom je mohli napravit.

Variabilni slozky mzdy, prémie a zvy$eni platu za zasluhy se odvijeji spiSe od tymové a firemni
vykonnosti neZ od Uspéch( jednotlivce. Budeme odméfiovat innosti a iniciativy, které pomohou
vylepsit systém.

Hrdost na odvedenou préci a na realizované projekty je kliCovym motivacnim faktorem pro
vSechny. Nedélame véci “jak nejlépe umime” — svou préci délame profesionainé.

Viechny nase €innosti jsou standardizované a zdokumentované do procedur, kterymi se my
véichni fidime. Slovo “NORMALNE” je tfeba vymytit z nadi spolecnosti a jejiho slovniku. Véci
délame uréitym zplisobem, nebo je nedéldme vibec.

Musime vydéldvat penize, abychom prezili, ale vydélavani penéz neni nasim jedinym cilem.
V rdmci nadich moZnosti mame socidlni odpovédnost vici lidem a organizacim v nouzi.

Budoucnost nasi spolecnosti je spojena s neustalym zlepSovédnim, které je tkolem pro kazdého
zaméstnance spolecnosti.

Yirector Operations

Podivin, 17/09/2020 /A;‘[}m’Vanwallegnem

/

W

C
\

Q01.01D Creator: Aaron Vanwalleghem page 1of 2
Created: 17/02/2016, last rev.17/09/2020



APPENDIX P II: SCOPE OF WORK

I SCOTT{PRACOVNI NAPLK

Jméno a piijmeni:

Datum narozeni:

Organizalni jednotka: | Vyrobni divize

Pracovni funkce: Operitor CNC obrabéciho centra

1. Produkt price

Vypalek kvalitné vypileny, Fadné oznaéeny a spravné uloze

2. Pracovni vztahy

Je piimo podfizen: [Vedoucimu oddéleni CNC obribéni

Je piimo nadtizen: -

Je zastupovin: dle uréeni nad¥izeného

3. Odpovédnosti a povinnosti

zikladni pravemoci, odp: ia povi i jsou diny or i im, pracovnim a pedpisovym Fidem a zaméstnanec je
povinen se témito ustanovenimi Fidit
pii praci se Fidi pokyny vedouciho iiseku nebo daldiho nadFizeného

odpovida za efektivni vykonani price v rozsahu stanoveném nadfiz

odpovida za pFevzeti a prvotni kontrolu podkladii k vyrobé pfedanych jeho nadiizenym (vykres, zadani)

pracuje na pridélenych CNC strojich, Fidi se pFedanou vyrobni dokumentaci, pro vyrobu, podle které vyrabi, pFip. vytvaFi
program pro obrabéni,

Providi zimetnickou prici uréenou mistrem: obsluha vrtagky, piky, brusky, lisu, stfihaéské price

je povinen neprodlené hlisit nadfizenému chyby 7jisténé v zadani vyroby, a to dle moZnosti jesté ped zahajenim price

odpovidi za pievzeti materialu a natadi potiehného ke své prici

® je povinen pied zahdjenim prace zkontrolovat stay materidlu uréeny k virobé

je povinen pFed zahdjenim price zKontrolovat stav pFid&leného strojniho zafizeni a sv&feného nafadi

pii price je povinen dodrZovat predepsané technologické postupy

i je zakdzano vykendvat Cinnosti, ke kterym nema piedepsanou kvalifikaci
je povinen vést evidenci skutené odpracovaného Easu

odpovida za pribézné provadéni samokontroly

odpovida za provadéni pred: &k Ini, i i a méFici Einnosti

k provadéni monitorovani a méFeni smi pouZivat pouze zafizeni a pomiicky k tomuto ufelu zaméstnavatelem uréené

je povinen neprodlené hlasit i konéeni piidélené prace

odpovida za predini € price okamZité po jejim smény

odpovida za uloZeni a vhodné zachdzeni s ndFadim a méFidly

pii prici pouZivi pouze nifadi a zaFizeni pFidélené zaméstnavatelem

je povinen hlisit nadfizenému poSkozeni majetku le

odpovidi za pofadek na pracovisti

pokud neni stfidan dal3i sménou je povinen po ukondeni price a pracovni doby zaFizeni vypnout a uvést do klidového stavu

odpovidi za hospodarné vyuZivini zdrojit a majetku spolenosti jemu svéfenych zaméstnavatelem

odpovida za vhodné a arné zachazenis

pii praci je povinen dedrZovat pravidla BOZP

je povinen upozornit é na piipadna ti ohroZeni BOZP a majetku spoleénosti
pii prici je povinen p ivat pf ¢ ochranné
je povinen nep & hlisit nadiizenému jakykoliv pi idraz

zodpovida za Fidny poFidek, Cistotu a bezpeénost na svéFeném pracovi:

4 Kvalifika¢ni a odborné predpoklady

Pozadovani kvalifikace a vzdélini{Vyuden ve strojnim oboru. Zkousky VZV. Jefibnické a vazadské zkousky

Pozadované dovednosti a znalosti: | Peclivost, pFesnost, diislednost. Iniciativni pFistup.

Skutecnd kvalifikace a vzdélani:  |SS — obor Obrabéé kovi.

informace

5. Dopliiujit

V ramci sjednaného druhu price plni i daldi pfipadné ukoly uloZené nadfizenym

Podiviné dne 1. 4. 2022

zaméstnanec nadfizeny zaméstnavatel

moci

na zakladé plné




APPENDIX P III: RECRUITMENT REQUISITION FORM

A SCOTT G09.17F RECRUITMENT REQUISITION FORM

Position Title:

Position Location:

Hiring Manager:

[New Position O Replacement Position Who is the position to replace:

Is it within headcount & budget? Yes

Please provide the business justification for recruiting.

Employment Type ||:[Permanent ||:|Casual | Fixed Term- length of fixed term:

Reason for being fixed-term:

Trial/Qualifying period: (If applicable) If successful applicant has already been identified, is the individual a current
or previous employee, or an independent contractor of Scott’s? Provide details.

Days/ Hours to be worked per week: 40h/week

Start date: xx. xx. 2021

Remuneration — Please specify the salary/ hourly rate range

CZK/month

Current position description must be attached

Signature of GM Date

Signature of CEO/COO|Date

Recruitment Requisition Form- July 2018



APPENDIX P IV: THE ADVERTISEMENT IN PODIVINSKY
ZPRAVODAJ

ASISTENT OPERATORA CNC LASERU
ASISTENT/KA MANAZERA KVALITY
ASISTENT/KA ODDELENI SERVIS
ELEKTROMECHANIK - BladeStop
FREZAR

MANAZER SKLADU

OPERATOR CNC LASERU
OPERATOR CNC OBRABECIHO CENTRA
OPERATOR OHRANOVACIHO LISU
RIDIC

SOUSTRUZNIK

A scoTT




APPENDIX P V: VACANCY REPORT

Utad prace Ceské republiky

Visvelivky viz 2.

c.cz
uradprace.cr

Ufad prace R

Hl4$enka volného pracovniho mista

nasledujiciho fadku)

Nizev a sidlo zamé&stnavatele: Scott Automation a.s. |ICO: 26291231
Misto vykonu price - adresa: Bofetice
Pozadovana profese: Operétor CNC laseru
¥ 2 i CZ-
Podet poZadovanych zaméstnanci: 1 |ESCO”: |7223
gggz?cnvnepravmho pracovni pomér  sluZebni pomér DPP DPC
Zaméstnani 4 Hrubi mésiéni
S neurcitoulod: 12,2022 (R0 TS R {30 000.- [Do: 40 000.-
s Pracovni Iny Podet hodin
b plny
urCitou  |Od: e kriceny |tydnd: 40
Do:

1 sména 2 smény

3 smén 4 smén zdravé osoby  osoba zdravotné znevyhodnéna

i 3, P P Y (OZP s maximalné 2. stupném invalidity
Sménnost: nepre?uu}y‘pr:noc Vhodné pro: OZP s invaliditou 3. stupné (dfive TZP)

e flu‘by OZP na voziku (bezbariérovy pfistup)

délené smeény L

pruzn pracovni doba absolventy mladistvé do 18 let azylanty

nocni provoz

Expirace (VPM bude nabizeno a zvefejiiovano do data —max.
masfc) ¢ 30.4.2022

Pozadovany zakladni vzdélani bez vzdélani uplné stfedni odborné s vyucenim 1 maturitou
minimalni nizsi sttedni odborné uplné stiedni odborné s maturitou (bez vyuceni)
Sl!lp'el:l 5 stredni odborné s vyuénim listem vyssi odborné
vzdélani:
(obor naplite stiedni odborné bez vyuceni a bez maturity bakalaiské konzervator
pripadné do

uplné stiedni veobecné (gymnézium)
apod.)

vysokoskolské védecka vychova (Ph.D.

Upresiujici

. 3
informace” :
(poradavky RP skupin.,
jazvkové poZadavky,
napli price

apod.)

+SOU, SS vzdélani v oboru strojni zdme&nik

epraxe v oboru min. 1 rok

eorientace v technické dokumentaci

prikaz obsluhy VZV, jetabnicky a vaza¢sky vyhodou
~zodpoveédny pristup k praci, peclivost

*schopnost tymové prace a kooperace

Pracovni doba: 6-14:40

Zaméstnanecké v‘\'/hody”:

25 dni dovolené, stravenky 150,-/den, prémie, 13. plat, firemni akce

. . I3 e 3 pory o 6]
Souhlas s nabizenim volného pracovniho mista cizincim s

Zajem o ob&any z jiného

modré karta”

statu Evropské unie”

zaméstnanecka karta® Program kvalifikovany

% 7
zaméstnanec

povoleni k zaméstnani Mimoradné pracovni vizum”

Zvefejnit nabidku”?

Nabizet v téchto dalSich

ano ne |Eens Jihomoravsky
Zpiisob prvniho
kontaktu zdjemce bne Misto, piipadné
0 volné pracovni misto SOUES Cas:
se zam@stnavatelem'”:
e-mailem
telefonicky Kdy |6- 14:40

na vybérovém

e 2 Misto, datum, hodina:
Fizeni

Kontaktni osoba:

Sona Kurkova

Tel. (bude zvefejnén):

606789320

|E-mail: |S.kurkova@scoltautomation,cz

Za zaméstnavatele vyhotovil(-a):

ISof]a Kurkova

Dne:

|l9. 1.2022 |Tel. nebo e-mail vyhradné pro

UP CR™: s.kurkova@scottautomation.cz

strana (nebo posledn sirana,



Prosim, neprodlené oznamujte obsazeni nahlaSené¢ho volného pracovniho mista nebo zmény tdajii uvedenych ve formulafi. C

S osobnimi udaji, poskytnutymi v HliSence volného pracovniho mista, je naklidano v souladu s pFisluinymi obecné zavaznymi pravnimi
piredpisy. Dal§i informace 0 7pracovéni osobm’ch tdaji (napk. |'|Eel a ro7sah zpracuv:im’ poudeni o privech p¥i zpracovini osobnich tdaji atd.)

Vysvétlivky:

1) Kéd profese podle klasifikace zaméstnani CZ-ISCO. Kéd lze vyhledat na https://www.czso.cz/csu/czso/klasifikace zamestnani -
€Z_isco-

2) Zarucena mzda (mési¢ni nebo hodinova). Uved'te rozpéti nebo spodni hranici v souladu s nafizenim vlady ¢. 567/2006 Sb., ve znéni
pozdéjsich predpist. Ve vefejném scktoru se jedné o plat. U dohod o pracich konanych mimo pracovni pomér se jednid o odménu.
V piipadé¢ nahlaseni volného pracovniho mista (VPM) v ramci zatazeni do Programu kvalifikovany zaméstnanec uved'te 1,2 nasobek
zarucené mzdy.

3) Zde uved'te Vase pozadavky na uchazede (poZadovanou praxi, obor vzdéléni, fidi¢ské oprivnéni, znalost jazykid apod.), popis
pracovni ¢innosti, upfesnéni pracovni doby a dalsi potfebné informace.

4) prikladem zaméstnaneckych vyhod jsou napiiklad zvlastni prémie, podnikové stravovéni, piispévek na dopravu, dovolend navic,
zajisténé ubytovani, stravenky.

5) Zaskrtnéte v piipadé, Ze mate zajem zaméstnat obtana Evropské unie nebo ob&ana Svycarska, Lichtenstejnska, Norska ¢i Islandu.
VPM je v tom piipadé na Evropském portale pracovni mobility (http://ec.europa.eu/eures) zvyraznéno tim, Ze je oznaceno obrazkem
vlajky Evropské unie, a ve vypise je umisténo pfed nezvyraznénymi nabidkami. Zvyraznit VPM na Evropském portéle pracovni
mobility a zaroven jej nezvefejnit na Integrovaném portale MPSV (http://mpsv.cz.cz) neni mozné. Mate-li z4jem nabizet VPM
pfednostné ve vybraném staté Evropské unie nebo ve Svycarsku, Lichtenitejnsku, Norsku & na Islandu, obrat'te se na poradce
EURES, jejichZ seznam najdete na Evropském portéle pracovni mobility v sekci ,,Poradei EURES® (http://ec.europa.eu/eures).

6) Zaskrtnéte, pokud hodlate zaméstnat cizince. Za cizince se podle § 85 zdkona & 435/2004 Sb., o zaméstnanosti, ve znéni pozdgjsich

predpisi, nepovazuje ob&an Evropské unie a dale obtan Svycarska, Lichtenstejnska, Norska a Islandu.
V piipadé zaSkrtnuti modré karty davate souhlas, aby VPM bylo zafazeno do centralni evidence volnych pracovnich mist
obsaditelnych drziteli modré karty. Modré karty jsou pouze pro cizince s vysokoskolskym vzdélanim nebo vy$$im odbornym
vzdélanim, pokud doba studia trvala minimalné 3 roky. VyS$e mzdy musi odpovidat alespon 1,5nasobku primérmé hrubé rocni mzdy v
Ceské republice vyhlagované sdélenim Ministerstva prace a socialnich véci. V pfipadé, Ze dte souhlas s modrymi kartami a nepodafi
se ve lhuté 10 dni (podle situace na trhu prace 1ze prodlouzit az na 30 dnti) od nahlaseni VPM jej obsadit uchazetem nebo zéjemcem
o zaméstnani, bude VPM automaticky zafazeno do centralni evidence volnych mist pro modrou kartu. V pfipadé zaskrtnuti
zaméstnanecké karty, davate souhlas, aby VPM bylo zatazeno do centrélni evidence volnych pracovnich mist obsaditelnych drziteli
zaméstnanecké karty. U pracovnich pozic pro zaméstnaneckou kartu tydenni pracovni doba v kazdém zikladnim pracovnépravnim
vztahu musi ¢init nejméné 15 hodin a bez ohledu na rozsah prace mési¢ni mzda, plat nebo odména cizince nebude nizsi nez zakladni
sazba mésicni minimalni mzdy dle nafizeni vlady ¢. 567/2006 Sb., ve znéni pozd¢jsich predpist. V pripadé, ze date souhlas se
zaméstnaneckymi kartami a nepodafi se ve lhiit¢ do 10 dnu (podle situace na trhu prace lze prodlouzit az na 30 dni) od nahlaseni
VPM jej obsadit uchazetem nebo zajemcem o zaméstnani, bude VPM automaticky zafazeno do centralni evidence volnych mist pro
zaméstnaneckou kartu.

7) Zaskrtnéte, pokud na VPM z centrdlni evidence volnych pracovnich mist obsaditelnych drZiteli zam&stnanecké karty hodlite
zaméstnal cizince zaiazeného do Programu kvalifikovany zaméstnanec. https:/www.mpo.cz/cz/zahranicni-obchod/ekonomicka-

8) Zasknncle, pokud ma byt VPM obsazeno  cizincem v ramci Mimofadného  pracovniho  viza.
http://eagri.cz/public/web/file/641468/Prezentace MZe  mimoradne pracovni_vizum.pdf

9) VPM je zvefejnéno fyzicky na vyvésni tabuli kontaktniho pracovisté Uradu prace CR a elektronicky na Integrovaném portale MPSV
(http://mpsv.cz) a na Evropském portale pracovni mobility (http:/ec.europa.eu/eures). Zvefejnit VPM pouze na jednom z uvedenych
mist neni mozné. Nezvefejnit pracovm misto znamend, Ze ho Ufad price CR zadé pouze do vnitiniho databdzového systému a vyuzije
jen pro evidované uchazece a zajemce 0 zaméstnani.

10) Uvedtte, jakym zptisobem Vas maji uchazeéi kontaktovat — zda davate piednost zasilani Zivotopisu e-mailem, telefonickému nebo
osobnimu kontaktu. Je mozné vybrat i vice moZnosti. Pfipadné dalsi informace muzete rozepsat v kolonce ,,Upiesfiujici informace™.

11) Tento kontakini idaj se nezvefejiiuje (neni-li stejny jako kontakt pro zajemce o VPM).

Doplitujici informace

Volné pracovni mista se zadavaji na kontaktnich pracovistich Utadu prace CR dle mista vykonu prace.

Piehled kontaktnich pracovist® Uadu price CR najdete na této internetové adrese: http://uradprace.cz

Pracovni nabidky v ramci samostatné vydéle¢né ¢innosti (takzvané na zivnostensky list) nejsou zaméstnanim pro ucely evidence hlaseni
VPM, proto nemohou byt zadany do evidence volnych pracovnich mist.

Informace obsazené v centralni evidenci volnych pracovnich mist podle zikona & 435/2004 Sb., o zaméstnanosti, ve znéni
pozdéjsich predpisi, jsou informacemi, zvefejiovanymi jako oteviena data v souladu s nafizenim vlady

¢. 425/2016 Sb., o seznamu informaci zverejiiovanych jako oteviena data. Integrovany portal MPSV (http://mpsv.cz) je sluzbou
vefejnou. Ministerstvo prace a socialnich véci ani Urad prace CR nejsou zodpovédné za subjekty, které si libovolng stahuji nebo kopiruji
informace o volnych pracovnich mistech na své internetové strinky a do svych periodik, a neru¢i (ani nemohou ruéit) za aktualnost
zveiejnénych informaci o volnych pracovnich mistech u takovychto subjektda. Utad prace CR nenabizi a nezvefejiuje nabidky
zaméstnani, které jsou diskrimina¢niho charakteru nebo jsou v rozporu s pracovnépravnimi a jinymi pravnimi pfedpisy nebo odporuji
dobrym mravim. Rovnéz nenabizi a nezvefejiiuje nabidky volnych pracovnich mist u zaméstnavatele, kterému byla ulozena pokuta za
poruseni povinnosti vyplyvajici z pracovnépravnich piedpisti nebo za poruSeni povinnosti vyplyvajici ze zvlastnich pravnich pfedpisi,
které kontroluje Statni fad inspekce préce nebo oblastni inspektorét prace, a to po dobu 3 mésicli ode dne nabyti privni moci rozhodnuti
o uloZeni pokuty. Ufad prace CR dale nenabizi, nezveiejiiuje, popfipadé MPSV vyiadi z centralni databaze databaze volna pracovni mista
obsaditelna drziteli zaméstnanecke karty nebo obsaditelna drziteli modré karty za zakonem stanovenych podminek.

Dokument je platny dnem vydani



APPENDIX P VI: A BASIS FOR DRAFTING EMPLOYMENT LAW
DOCUMENTS

IA SCOTT

Podklady pro vypracovani pracovnépravnich dokumenti

Jméno a pfijmeni, titul: rodné pfijmeni:

V3echna pfijmeni pfedchazejici sou¢asnému:

Datum narozeni: misto:

Rodné ¢islo: rodinny stav:

Trvalé bydlisté:

Korespondenéni adresa (pokud se lisi):

Stat: statni ob&anstvi:
Pocet déti:
Nafizené srazky ze mzdy: VyZivné: ano x ne

Exekuce: ano x ne

OddluZeni: ano x ne
Jsem registrovan/a na Uradu prace: ano x ne
Vlastnim fidiésky prikaz: ano x ne

Telefon: zdravotni pojistovna:

Zdravotni omezeni:

Znalost jazyki:

Pracovni zafazeni:

Den nastupu: na dobu

Sazba v K&/hod.:

Tarifni stupen:

Sazba v K&/mésic:

Prohlasuji, e poskytnuté osobni udaje jsou pravdivé a v pfipadé jakékoliv zmény poskytnutych osobnich tdaju

tuto zménu oznamim Spravci.

zaméstnavatel Zadatel

Na dal3i schlizku s personalistou si pfipravte tyto pfilohy:

1. Doklad o nejvy$sim dosazeném vzdélani a dalsi osvédceni

2. OP a pritkazka zdravotni pojistovny, RP

3. Vstupni lékaiska prohlidka-pfed nastupem (MUDr. Debef, Kobyli 206, 691 10), plati zaméstnavatel - 400 K¢

4. Potvrzeni 0 zaméstnani (zapoctovy list), pokud jste v evidenci ufadu prace, potvrzeni o evidované dobé na ufadu prace
5. Cislo bankovniho Gétu pro zasilani mzdy

6. Dalsi doklady (ZPS — zména pracovni schopnosti, rozhodnuti o diichodu,...)

7. Pokud uplatfiuje odpoget nezdanitelné Eastky na dité, tak kopie rodnych listd



