






Scenario

Ben’s Growing Business

Ben is a young entrepreneur who has his own lawn mowing business.  He has more office work than he can handle and wants to hire an assistant to do the office work while he is out mowing lawns.  Ben’s office assistant will be responsible for job duties such as answering the telephone, reading and answering email, scheduling appointments, and billing customers.  Ben has decided to place a help wanted ad.  A draft copy of his help wanted ad is shown below:

HELP WANTED

Office Assistant

Salary:  $6.75 per hour

3 letters of reference required

Applications available by E-mail
1. In column A of the chart below, list four specific pieces of information that are missing from the ad but that applicants need to help them decide whether or not to apply for the job.  In column B, explain how having the missing information would help the applicant make a decision.   [Specific job duties should not be listed as missing information]  
 [8 points]





A





B

Information missing from Ben’s draft help

wanted ad
How information would help applicants with their decisions

1.


1.

2.
2.



3.


3.

4.
4.



2. List two resources Ben might refer to in order to find good examples of want ads. 













[2 points]


A._____________________________________________________________________


_______________________________________________________________________


B._____________________________________________________________________


_______________________________________________________________________
3.  Prepare two interview questions which Ben should ask an applicant to help Ben determine      if the applicant has the skills necessary to perform the duties of his office assistant.












[2 points]


A._____________________________________________________________________


_______________________________________________________________________


B._____________________________________________________________________


_______________________________________________________________________

4. Identify one personal trait or skill that would help a person do well working as 

      Ben’s office assistant and tell how this trait or skill would be helpful working as Ben’s     

      office assistant.










[2 points]
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