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Job Description and Job Specification
What is Job description?

A job description is a clear descriptive set of objectives that gives the candidate a brief precise breakdown of the role and tasks the applicant will be required to do for the specified job, it also gives you information exactly on what duties, activities you are going to carry out as an employee. (Wolsey et al.2012)
A job description is essential not only for the employer but also the employee as they will understand what is required of them and help them decide whether they are fit for the job or even help them decide if or not they are the right person to apply.
This is only achieved once the employer has specified exactly what is the role, responsibilities, duties of the post. (Yeung.2008)

What is a Job Specification?
A job specification is a set of skills based on the job description a candidate must have, these are usually categorised by essential criteria, which are listed in the qualifications and desirable skills. This differentiates between what is a must have as a set of skills and qualifications and, what isn't necessary but would be a desired skill for the candidate to have acquired. Here future employees can analyse further if they have the relevant qualification and skills the company demands from them. The purpose of having a job specification is to help the recruitment of the selection process of the right person to fit the job. (Feur et al.1990)


An example of the job description and job specification for the post which I made for our presentation.

[bookmark: _GoBack]         Title: Day care manager
  All responsibilities to: Rainbow Day Nursery
  Hours: 40 hours 

Main duties and responsibilities: 
· To run a busy nursery of 40 children aged 0 – 5 years, and its 15 members of staff on a daily basis.
· Manager will be responsible for the safety and wellbeing of the staff and children, making sure laws and regulations issued by Child Protection, Safeguarding are implemented in the Centre, will make sure Health and safety is always implemented and updated to ensure safety of its organization. The manager will follow procedures and policies set out by the CEO'S in relation to rules on training and performance and will be ready to undertake future training where and whenever needed.
· To supervise motivate and monitor staff and delegate duties appropriately, will require to maintain good professional relations with its staff, children and parents at all times.
· Manager will carry out regular routine checks to make sure the equipment's and all      building checks are carried out correctly
·  To provide a fun creative learning environment for all children ensuring equal opportunities for all under the care of the day care Centre to thrive as a diverse Centre for all its community. (Gov.uk 2019) The Children’s Place ltd (2009)


I have then made up a job specification using the duties specified in the above role. So, for a Day care Manager it is essential to have the correct qualifications, Excellent communication and verbal skills to maintain good liaison with Parents. Candidate should demonstrate good use and understanding of IT skills, candidate must have organizational skills to ensure records are kept and stored properly and also be able to create, plan and develop activities, leader ship skills to run the nursery of 40 children and 15 members of staff daily. (Smith. 2019) 
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