
PROFESSIONAL CAREER DEVELOPMENT
Supplementary Notes



In my presentation I want to develop three subjects – the CV’s, the application forms and the interview. I will start by explaining the theory behind each subject and then I will adapt them to my goal to hire a manager for the BGKM Bank. 
First of all, according to Certificate in Higher Education: Skills for the Workplace Student Yearbook, pp. 287-288, there are 3 types of Curriculum Vitae’s (a short written description of your education, qualifications, previous jobs, and sometimes also your personal interests, which you send to an employer when you are trying to get a job described by Cambridge University): Functional, Combined and Chronological. The Functional CV is based only on the skills, the Combined CV is a mixture between the Functional CV and the Chronological CV, and the Chronological CV is the one where the experience is related starting with the most recent one. In my case, I chose to only work with the Chronological CV because this is the most common and I have higher chances to hire a manager. I will select the candidates with a great work experience, in a leading position, with studies in the financial field and qualifications in banking. 
After the CV’s selections, I will move forward to the next step of selection – the application forms. Peter Morgan describe the application forms in the book The Business Student’s Guide to Study and Employability, pp. 359 as a way in which the employer can know better the skills of the candidate, by asking him a few essential questions. In this section I am looking for candidates with excellent management skills, initiative and ingenuity, leadership skills, problem solving and decision-making skills, together with great communication skills. 
The final step in our recruitment process at BGKM Bank is the face-to-face interview. The typical structure of an interview by Peter Morgan in The Business Student’s Guide to Study and Employability, pp. 372:
· Welcome and Introduction – where I will present the company, the role and the tasks like monitoring financial transactions, supervising bank staff or workers, preparing reports, managing or sanctioning loans, mortgages, investments and account operations, overseeing the efficient day to day process, dealing with customer service or satisfaction issue and preserving a professional environment and then the working hours and the benefits;
· Questions for the candidate – I will try to get to know the candidate better by asking questions from the CV and application form and them about the candidate like – tell me a little by yourself, what makes you qualified for this position, what are your career goals etc.;
· Candidate’s questions – I will encourage the candidate to ask me anything;
· Summary of next steps and goodbye – I will explain to the candidate that it will take a few days to make a decision and that we will call him soon.

In conclusion, I think that by following all the steps described we will be able to find a new Manager for the BGKM Bank. 
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