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HR Manager Job Description & Specification in ASDA

[bookmark: _GoBack]Job descriptions and job specifications are used every day in organizations for hiring and recruitment process. We the recruiter are looking for a HR manager to oversee our store’s HR and recruiting procedures who will also attract and hire candidates to evaluate and motivate employees. His/her responsibilities include posting effective job ads on boards and social networks. Ultimately, HR manager will ensure the recruiters attract, hire and retain qualified employees for our store. 

Job Description: A job description outlines the vital duties and responsibilities that are expected from the employee to meet the organisational goals. It also defines accountability in an organization, which helps to prevent overlap of duties and as signs task responsibility.

Responsibilities of HR manager in ASDA:
· At peak seasons fulfil the hiring needs
· To hire qualified candidates for in-store junior and senior positions design and post job ads to attract them
· Monthly, quarterly and annually report on employee turnover rates
· Onboard and train new hires
· Track key recruiting metrics like cost-per-hire and source of hire
· Manage payroll considering overtime, flexible schedules and seasonal employment
· Train team leaders on performance evaluation techniques
· Coordinate with college career offices to inform graduates about internships and junior positions
· Use social networks to showcase our company culture and build a strong employer brand
· Maintain physical and digital employee records.

Advantage of job description: For recruitment process job description is a simple way to recruit HR manager. Including recruitment and selection, compensation decision, performance appraisal etc.  
Disadvantages of job description: Job description helps recruiters to hire candidates, but it has some limitations. It takes lot of human efforts and may take long time. Sometimes it may cause several problems as the information provided in the description may not be genuine or 100 percent accurate.
Job Specification: A Job Specification defines the knowledge, skills, and ability that are required to perform a job in an organisation. It establishes the qualifications required of applicants for the job. Job specification provides a basis for attracting qualified applicants & discouraging unqualified ones. The key job specification factors are:
· Job related skills, aptitudes and knowledge;
· Necessary experience of job level and type;
· Required training and education.

Skills and qualities of HR manager in ASDA:
· Hiring staff;
· Human resources management;
· Benefits administration;
· Management performance;
· Communication processes;
· Wage structure and compensation;
· Diversity support;
· Employee classification;
· Knowledge of employment law and regulations;
· Sexual harassment laws and take action against it.

Requirements of Education, Experience, and Licensing of HRM in ASDA:
· Bachelor’s degree from a four-year college or university or similar work experience required
· Work experience as an HR Manager, preferably in the retail industry;
· Good understanding of labour legislation;
· Knowledge of payroll systems and HR databases;
· Excellent communication and problem-solving skills;
· PHR/SPHR certification preferred.

Professional and consultant use job description and job specification for hiring and recruitment process. Job descriptions and job specifications are used every day in organisations. Both employer and employee can realize what need to be provided and how by the help of job descriptions and specifications which is main parts of job analysis.  
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