EX2-A


CELT Exercise 2:  Entrance Interview

Recruiting Unit Manager Scenario

You are Rebecca Matthews, the Recruiting Unit Manager.  Although you are based in downtown Seattle, one of your unit’s responsibilities is to promote the company at career fairs around the Puget Sound region.  Your unit has four full-time staff members, as well as a part-time intern.  Three of the full-time staff members are Recruitment Specialists, Robert Parker, Elaine Sutton, and Michael Thompson, who have professional backgrounds in human resources.  At least one of the Recruitment Specialists attends each career fair.  

The fourth full-time staff member, Alice Smith, is an Administrative Specialist, who provides support to the Recruitment Specialists.  Alice has been renting vehicles to assist at the career fairs, because she:

· Normally takes the bus to work and does not have her own car.  

· Does not live near any of the Recruitment Specialists who all drive to the career fairs.  

· Was not permitted by the company’s Fleet Administrator to use company-owned vehicles overnight or over weekends.  (Because of the early starts and late nights required to staff the career fairs, Alice would not be able to pick up and return a motor pool vehicle each day.)

Even though you are convinced that the audit is a “witch hunt,” you plan to be cooperative and provide any information that is requested because you believe that the audit will ultimately help justify your decisions.

CELT Exercise 2:  Entrance Interview

Staff Auditor Scenario

You have just been assigned to an audit on the Human Resources/Recruiting Unit’s use of rental cars.  Your audit manager is unable to attend the meeting and has asked you to lead the entrance interview with the Recruiting Unit Manager.  You and your manager have just discussed three objectives for the entrance interview:  

1. Communicate the audit scope, timing, staffing, and objectives.

a. Scope:  Use of rental vehicles in 2004

b. Timing:  Plan to conduct audit fieldwork during the next three days

c. Staffing:  You will be conducting the review

d. Objectives:  To assess whether the use of rental vehicles was appropriate

2. Request needed information.  Before the meeting, identify:

a. Questions you plan to ask the Manager 

b. Any key pieces of information to request in the entrance meeting

3. Identify management concerns and establish a constructive working relationship.  Before the meeting, consider:

a. Potential reactions from the Manager

b. How you can invite cooperation


