Professional career development                                                        Student number 1905822
Preparing the presentation plan 
The team for the presentation has been developed and that we have to search for the topic, “Recruiting for a Front Line Manager’s role within your organisation”. All four of us at the beginning search for the organisation in which Front Line Manager is of need. After searching from various websites, we have found that there is a recruitment process going on in the “Summerhill Group”. This information helped us in developing the presentation as we get all the vital points that are needed for making the slides. At first, we sorted out the topics to be included in the presentation so that we can sort the slides serially.
After the topics for developing the slides are sorted out, we research for the information that needs to be put into the speaker notes. According to the information gathered, we will gather the sources from where the information has been gathered. We will sort the information according to the structure that we selected for developing the slide. In the slide, we will write the main points in short and the entire thing in the speaker note. According to the information gathered, we will look for the picture that helps in justifying the points for the slide. 
[bookmark: _foiq8y6mhfmn]
Person specification for Front Line manager
The person specification is a presentation of skills, experience, qalifications, knowledge and other attributes which a candidate must have to perform the job duties. 
	
	Essential
	Desirable

	Knowledge
	· Sound knowledge of Front Line Management with the use of different gadgets
· Must be experienced to handle employees in every situation
· Must have knowledge in Microsoft Excel (Advanced) and MS Word
	· Basic knowledge about managing people and the use of gadgets for informing managers regarding daily work schedules 
· Knowledge of MS Word and Excel is expected from the candidates.

	Skills
	· Ability to work under any kind of situation
· Must handle the team and supervise employees regarding the task
· Must have good communication skill and can motivate the employees
· [bookmark: _GoBack]Must handle the complaints from service users 
	· Organisational management skill is of need
· Able to make the decision quickly in any situation
· Skills for managing employees and motivate. 

	Attributes
	· The appearance must be presentable
· An easy approach to the management and the employees
· Confident in taking any kind of decision 
· Multi-tasking and have transparency in communication
· Flexible to work at any time
· Adapted to the work culture and listen to everyone carefully

	· Must have the desire to be trained further and self -motivate.

	Other
	· Must work in weekends and in the holidays
	


Job description
A job description is a list that includes the person’s main duties, responsibilities, and working conditions. Job description includes the job title and to whom the person holding that job has to report. It is only possible to do a job description, however, after carrying out a job analysis.
	Job Description
	[image: ]

	Job Title
	Front Line Manager

	Responsibility
	Handling diverse team, take decision on spot, reporting to management every hour, motivate employees

	Role
	Frontline Senior Manager

	Experience
	5+ years

	Key Specification
	Certificate in Advanced Excel and job experience from the previous organisation

	Salary
	£22, 530 PA



Curriculum vitae 
CV is a short written description of your education, qualifications, previous jobs, and  personal interests, which you send to an employer when you are trying to get a job.
CV 1
	Name:
	Stephen George Harminson

	Contact Details
	44 7980 8246 92

	Profile/Personal Statement
	Professionally active Front Line Manager with successful experience for over 6 years

	Education and Training
	MBA in management from London Business School

	Career History
	Started as a junior manager in the Llanyravon Care home with 2 years 4 years working as a Front Line manager in Regency residential home 

	Key Skills
	Good communicator, work in every situation, self-motivated.

	Additional responsibilities and activities
	Work in every role; look for the development of employees.  

	Interest, Hobbies and achievements
	Reading management related books, listening to songs.

	References
	Avail on request




CV 2
	Name
	George Reeves

	Contact Details
	44 93396361

	Profile/Personal Statement
	Developed skill in forming a rigid and transparent relationship and react quickly to the needs of the situation.

	Education and Training
	Did Specialised course in Front Line Management and trained under Federation for Industry Sector Skills and standards.

	Career History
	Trained under Federation for Industry Sector Skills and standards and joined Holly Logde after completion of Training. For over 7 years worked as Front Line Manager in Aria Care home 

	Key Skills
	Good in developing bonding, administrative skills, can work in any situation

	Additional responsibilities and activities
	Can work in management; mitigate the problems early, active in working with diverse team.

	Interest, Hobbies and achievements
	Watching movies, reading different management books, achieve manager of the year for two consecutive times.

	References
	Avail on request



Application form
An application form is a document that a potential employer will require candidates to complete when applying for a vacancy. 
	LAST
	FIRST
	MIDDLE
	MAIDEN

	HARMINSON
	STEPHEN
	GEORGE
	STEVE

	PRESENT ADDRESS

	NUMBER
	STREET
	CITY 
	STATE

	7065
	ROYAL MILE
	MANCHESTER
	NORTH WEST ENGLAND

	POSITION APPLIED FOR: FRONT LINE MANAGER

	DESIRED SALARY: £11, 421

	HOW MANY HOURS CAN YOU WORKWEEKLY
	CAN YOU WORK IN NIGHT? 

	54 HOURS
	Yes

	EDUCATION DETAILS

	HIGH SCHOOL
	COLLEGE
	PROFESSIONAL SCHOOL

	King David School
	Manchester Metropolitan University
	Alliance Manchester Business school

	
SIGNATURE
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