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We have been set a class group presentation discuss recruitment and selection process. Within the team we need to prepare a presentation plan that demonstrates my knowledge and understanding of the recruitment and selection process. In teams we have taken each role that are needed for recruitment.
job/personal specification for recruitment selection process.
When recruiting, its important to hire the right person for the job. A job specification will outline the purpose, responsibilities and requirement of the job. it will also include job title, location, department, hours and salary. 
An accurate job description will make the recruitment process more effective. Help employees know what they have to do. Simplify appraisal and monitoring process. A person specification will describe the attributes that the prospective employee should have. Qualifications, skills, personal qualities, previous experience.
[bookmark: _GoBack]Personal specification the attributes that are observed professional qualification, experience and job knowledge and personal qualities. For the role for retail store manager we are looking for:
Professional qualification is not essential but desirable for NVQ or equivalent in retail. it shows that the employer has been educated to some extent.
Experience and job knowledge would be essential must have a proven track record of working in retail. Must be able to work on own initiative and find solution to problems. Skills and competencies are essential.
Top 6 essential skills that Managers need to have in order to manage employees effectively and efficiently to get the best from them. 
1.Good communication
Having good Communication skills is probably the most important skill of all for managers to have. Unless you can properly communicate with those you supervise, the rest of the skills really won’t matter. In numerous types of management tasks, the most common and first thing that needs to be done is to communicate your opinions, expectations and needs to others. You shouldn’t be a Manager if you don’t enjoy working with people. You also need to be able to send others the right messages and make sure that they understand you. The type of power that you use for persuading others on your views is also very important.
2. Good Organisation
Probably the second most important skill that you can have as a Manager is the ability to organise. You need to be able to come up with a plan and then schedule, organise and follow it. This also involves understanding your company’s processes and rules as well as among individuals. You must be able to predict what will happen and at what time.
3. Team Building
Good Managers know how to keep their teams intact. The wellbeing of team members does not benefit from having competition within the team. However, competition between teams can be very stimulating and healthy. If one of the team members speeds ahead and leaves the rest of the members behind without helping them, the team will most likely fail. A good Manager will notice these irregularities very easily. He or she will attempt to correct the situation through having discussions with the team, mostly through listening to members. To a great extent, a successful and healthy team relies on the trust between members and with the Manager. If a Manager is able to build trust systematically, the team members will feel much more committed and appreciated.
4. Leadership
It isn’t enough to just listen to the problems of co-workers. A good Manager needs to solve these problems and prove that he or she is committed to the goals of the team. It is also the Manager’s responsibility to define goals along with team members and then assign responsibility to various team members clearly. A good Manager will have a clear vision in terms of the direction he or she wants the team to be headed in. Team members need to be ‘infected’ with this vision so that everyone is headed in the same direction.
5. Ability to Deal with Changes Effectively
Many Managers are thoroughly familiar with the entire working process. This allows them to do things in an almost automatic manner. A good Manager is adaptable and flexible. When faced with obstacles, he or she has the ability to react quickly. Stress doesn’t prevent the Manager from making the right decisions for the team and company.
6. Domain Knowledge
Good Managers have a thorough understanding of the process he or she is managing, including the type of tasks that team members are performing and how they are working. This skill isn’t quite as important as the other ones are. However, in some cases, not having it will mean that the Manager and the team don’t ever work at maximum capacity or use all of their potentials due to a lack of understanding of one another. 
Personal qualities are essential Time management to able to communicate with a wide variety of individuals, Good customer service skills and Well presented.
Understanding the qualities of good leader ship supports the business. list of qualities frequently cited in definitions of leadership:
· Vision-developing an idea of the future that is different to current situation
· Persuasion/ influence-motivating others to create the different situation
· Direction-putting energy into achieving certain goals 
· Challenging -not accepting the status quo
· Communication- be able to listen, negotiate, persuade and communicate in a way that builds commitment from others 
Personal specification & job description is important for a job role so that the employer can be more aware of the role if they have the ability to match those skills it also allows the recruiter to show their needs for the role.   
Presentation slides 
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JOB SPECIFICATION

« Job role —retail store manager (clothes)
Location —Newport

Salary -20,000-22,000 per annum
Permanent

Duties: Reaching sales targets and increasing profits, dealing with customer service issues
such as queries and complaints, recruiting staff, supervising and organising
training Organising rotas and holidays overseeing stock control and receiving orders

https://www.youtube.com/watch?v=f LDO8ICm6s
Accessed:26 November 2018).
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Personal Specification

T N S

Professional qualification NVQ or equivalent in
retail

Experience & job Good communication
knowledge skills
Organisational skills
Team building
Leadership
Problem solving
proactive/knowledgeable

Personal qualities Customer service skills
Time management
Well presented

https://www.youtube.com/watch LDO8ICm6s

Accessed:26 November 2018).





