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1. Introduction
Once the Organisation has analysed and has defined all the requirements needed to recruiting an Operations Manager, they should inform everyone that there is an open position and they are looking for someone to fill it up.
This step conducts the Organisation doing the Job advert, explaining to candidates’ type of resource to use between application form or CV plus cover letter. In addition, giving the deadline, deciding the location and selecting candidates retained for interview.
2. Job Advertisement
2.1 Definition
According to Luther, Job advert is a copy or a computerized notification of a desire to engage someone to implement precise tasks in a position at an organisation or company (Luther, 2018). It, normally, uses sections that give you an outline of indispensable information about the job with a specified period to apply.
However, Organizations employ various methods in order to advertise the open position such as a word-of-mouth, recruitment agencies, attending colleges and so on.
2.2 Main objectives of a Job advertisement
Mark Stephens highlighted three main objectives:
2.2.1 Communicating the occasion to potential applicants;
2.2.2 Summarising the requirements of the organization or Company;
2.2.3 Purchasing an appropriate candidate to apply for the position in order to spread the opportunity successfully. (Stephens, 2019).
In order to engage the best possible talents, it was decided that the posting of the open position (Operations Manager) be made internally and externally.  
However, to minimise cost of advertisement externally, they have chosen Better Job Better future to advert the current job.
Furthermore, the word-of-mouth and internal information will be used to give occasion to those who would like to apply for the position.
3. Application form/pack- CV
3.1 Application form
An application form is a formal document that employers require to candidates to complete for a specific vacancy job. It is always completed and submitted online and its purpose is to screen in advance. 
1
3.2 Curriculum Vitae and Cover letter
A Curriculum vitae is a document summarising the identification of the candidate to the employer, explaining his competences, skills and work experiences in order to convince them to engage him. (Morgan, 2017)
While a Cover letter is a one-document page that explains an employer with a put-in to an accompanying CV. A Cover letter is more concise and shows the interest in the job. The organisation has opted for CV and Cover letter because of its size and giving opportunity to a large number of candidates. 
3.3 Candidates deadline and location
The closing date is on 30/12/2019 at 12:30 pm and candidates should email their CV and cover letter to info@cye.ac.uk by 30/12/2019 at 12:30 pm. Interviews to take place on January 9,2020 from 10:30 am on High Street, SA1 1NE.
Please note that the organisation do not provide outcomes to candidates not shortlisted for interview.
4. Shortlisting for Interview (Screening applicants)
Five files were shortlisted regarding all the requirements of the organisation among thirty-three received.
The communication’s officer has been charged to contact candidates shortlisted for the interview and a panel of four people has been arranged for the date consisting of three employees of the organisation and one of the Responsible of Better Job Better Future.
In conclusion, Mr Bismark and all members of the panel will be interviewing five candidates on January 9, 2020 from 10:30 am.
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