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4 Questionstoask

Background to the business

a What isthe history of
the business?

Employment in the financial services sector

b. What different types
of jobs are available?

a. What trends are there
in employment in
financial services
sector jobs?

Working conditions

a What areworking
conditions like for
staff?

Business organisation

a What arethe
different
departments?

Branch/office layout

a. Isthe branch/office
open plan or
traditional ?

Health and safety

a What hedlth and safety b,

rules do staff have to
follow?

Equal opportunities

a. Doesthe organisation
have an equal
opportunities policy?

Environment
a. Doesthe organisation
have an environmental

policy?

Administration

a. What administrative
systems are used?

Communications

a What rules are used
when talking to
customers?

b. What arethe basic

facts and figures
about the business?

. What rights and

responsibilities do
staff have?

. How do the different

departments work
together?

. What arethe

advantages of the
current branch/office
layout?

What are the most
common accidents?

. Areparticular jobs

carried out mainly by
men or women?

. Arethere procedures

for recycling paper?

. How doesIT help the

bank/building society
function?

. What isgood

customer service?

. What arethe main

patterns of
employment eg. full-
time/part-time?

. What career and

training opportunities
are there?

. What rights and

responsibilities does
the employer have?

. What type of

organisation isit?

. What arethe

problems with the
current branch/office
layout?

. What happens when

there is an accident?

. How are jobs

advertised?

. Arethere procedures

for reducing waste
and use of energy?

. What applications

areused in the
organisation?

. What is good

telephone technique?

. How many banking

and other staff are
employed at this unit?

. How does

management
communicate with
staff?

. How are

disagreements
resolved?

. Istherearecognised

trade union or staff
association?

. How could the

layout of the
branch/office be
improved?

. What istherole of the

health and safety
representative?

. Arethereany

arrangements for
supporting child care?

. Whoisreponsible for

maintaining a good
working environment?

. How isemail used?

. What forms of written
communication are
used?




