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Introduction

One of the main responsibilities of the HR function is to ensure that an organization is properly staffed with efficient employees. In order to ensure this, the HR department needs to conduct recruitment campaigns that enable the firm to hire employees who possess the correct employability skills and competencies (Verhulst et al., 2013). This report explores some of these employability skills and competencies. Moreover, it also critically discusses some of the major documents used in the recruitment process such as a job description, person specification and curriculum vitae. 
Task 1: The purpose of a job description and person specification

A job description is a document circulated by the management of the employer firm with the aim of describing what the job is all about. The main purpose of a job description, therefore, is to outline all the major and minor details regarding a job such as its title, location, salary, duties and responsibilities etc. to the candidates. This is done so that candidates can decide whether they should apply for the job or not (Grant, 2014). Moreover, another important purpose of a job description is to assist both the employee and employer in better managing the performance of the employee after onboarding. The availability of a detailed job description serves as a reference document for the HR people while evaluating the performance of the employees and taking corrective actions on the basis of the evaluation (Jenkins et al., 2016). At the same time, an employee can always refer to the job description to determine whether he/she is performing well or not and take remedial action on its basis. Moreover, a job description allows the employees to have a clear and thorough idea regarding their duties and responsibilities and this also has a positive contribution on the overall performance. All in All, a job description communicates the main duties and responsibilities of a position to the candidates (Grant, 2014). 

A person specification’s main purpose is to enable the numerous candidates contemplating to apply for a position, determine whether they are suitable for the position or not. A person specification achieves this by describing all the academic qualifications, behavioral traits, attributes, specialized trainings, experience, special sensory requirements, special working rules etc. that is being sought by the employer from the employee for the particular position (Noe, 2016). A detailed person specification deters unsuitable employees from applying for a position and thereby contributes to ensuring strong “person-job” fit at the organization. Moreover, it also reduces future labor turnover and absenteeism. Another prime purpose of the person specification is to add objectivity and structure to the recruitment process. A well-defined person specification means that the HR function evaluates all the prospective candidates against the same set of criterions. This reduces any form of bias and subjectivity from the recruitment process. Moreover, a person specification also provides indication to the HR function regarding how the recruitment process should be designed. For example, if a person specification states that “legibility” is a key trait sought for a position then maybe a “handwriting test” should be included in the recruitment stages (Storey, 2015). 

All in All, a job description allows candidates to assess whether they are interested in the job or not. At the same time, a person specification allows them to determine whether they are qualified for the job or not (Sparrow, 2015).  



Task 2: CV for the position of a Marketing manager

A CV serves two key purposes. Firstly, it is the document through which an individual puts forward his/her candidature for a particular position. Secondly, it lists all of his/her academic background, special skills, experience, traits etc. for the HR function to evaluate. Thus, it is a medium based on which the first impression of the employer is formed and therefore is of immense importance. As such, an individual should always develop a CV with utmost care and should ensure that the CV is appropriately customized for the position that is being applied for (Verhulst et al., 2013). A sample CV has been developed below for the position of a Marketing manager. 



Alistair Stokes
Merseyside, Liverpool -UKD71
Mobile: 0151-1214010
alistairstokes@gmail.com

Career Objectives
 I am an ambitious and hard-working individual with 5 years of experience in the field of marketing. I want to excel in the corporate arena in an organization which will provide me with a challenging and learning working environment.  

Personal Attributes
· Highly self-driven and accountable individual
· Strong in multi-tasking and time management
· Have a constant willingness to learn
· Strong team player and manager
· Open to new experiences and challenges

Experience

	Organization
	Major Duties and responsibilities

	Served 2 year at ABC Limited as a Marketing Manager from July 2016 till now
	· Preparing marketing plan
· Adjusting the marketing mix
· Developing brand image of the firm
· Overall responsibility for the marketing day to day activities

	Served 3 years as Marketing Executive in XYZ Limited from June 2013 to June 2016
	· Preparing marketing communications
· Developing marketing budget
· Maintaining Liaison with different vendor
· Oversee the local promotion of the products




Awards

· Employee of the Year at XYZ Limited for outstanding performance 
· Received Deans Merit Award for excellent academic performance 

Academic Qualifications:  

	Masters in Business Administration (M.B.A) Major in Marketing with a CGPA of 3.83 

2011-2012

School of Business
Liverpool John Moores University
	Key Subjects: Principles of Marketing, Marketing Communications, Developing Marketing Mix, Brand management, business communication, financial marketing, financial management 

	Bachelors in Business Administration (B.B.A) in Marketing with a CGPA of 3.88

2007-2011

School of Business
Liverpool John Moores University
	Key Subjects: Introduction to marketing, supply chain management, promotions management, core marketing management, international marketing 

	A Levels
2006
Liverpool Collegiate School
Result: All “A” Grades
	Key Subjects: Accounting, Economics, Mathematics and Business Studies 

	O- Levels
2005
Liverpool Collegiate School
Result: All “A” Grades
	Key Subjects: Accounting, Economics, Mathematics, English, Commerce, Pure Math, French


Computer Literacy

Very strong in operating MS excel, MS power point and MS Doc
Familiar with interactive marketing dashboards and automated MIS

References

1. Mr. John Reeves, Head of HR at ABC Limited, Cell: 0151-1213233, Email: John12@gmail.com

The above CV has been prepared for the position of the marketing manager. The CV follows a very simple layout with clear presentation of all the key information regarding the candidate. Firstly, since this is a mid-level position the CV starts off by highlighting the career objective, personal attributes and experience of the candidate instead of the more conventional way of showing the academic background first. The career objective describes both the individuals personality and as well as his expertise in the field of marketing. The personal attributes section exhibits the strength of the candidate. The experience section shows that the candidate has previous experience in the marketing field (Knight and Yorke, 2016). More importantly, this section describes the major job duties and responsibilities fulfilled by the candidate at his previous role. This will help the management better evaluate the candidate. The second page of the CV includes details regarding the candidate’s awards, academic background, computer literacy etc. The academic background section also contains the major subjects learnt by the candidate. Only the subjects related to marketing has been shown here. Finally, a very credible reference has been provided at the bottom of the CV for the prospective employer to contact. All in All, this is a very simple yet impactful CV for the position of a marketing manager (Storey, 2015). 













Task 3: Competency statement

The employers are always on the lookout for key competencies amongst prospective candidates. They often ask inquisitive questions during the interview aimed at unearthing information regarding these competencies from the candidates. One technique used is the STAR model of interviewing (Noe, 2016). Below I have described two major competencies of mine following the STAR model whereby I have first described the situation, the task that was needed to be performed, the actions that I took and finally the results that occurred due to the actions. The competencies I will be describing are decision making and time management. 

· Decision Making:

I have to take many decisions on a daily basis. Some of these are structured decisions whereas others are unstructured decisions (Hind and Moss, 2016). One situation that I found myself in recently was whilst deciding whether to get enrolled in a professional degree like ACCA. I really believed that I needed a professional degree to distinguish myself in front of employers. However, accomplishing the task of taking a correct decision was not easy since I faced various challenges. Firstly, I didn’t possess a sound idea regarding the course requirements, its syllabus, cost etc. Secondly, I was also confused whether a professional degree in accountancy will be consistent with my main academic background as well as my career goals. Thirdly, I was also wary of the work load that will arise if I were to get enrolled in this degree. In order to ensure that I took the correct decision I took various actions. Firstly, I did extensive secondary research over the internet to accumulate as much as information as possible regarding the ACCA certification. I downloaded their syllabus, booklets, cost information. Secondly, I talked with a few acquaintances who had previously done ACCA to get a first-hand idea regarding its pros and cons. Thirdly, I evaluated my current financial condition to assess the viability of bearing new source of expenditure. Finally, I bought a e-book for ACCA and studied it for 1 week on my own to understand the workload that it will cause. Based on all of the above actions, I decided to hold off on pursuing ACCA at the moment. As a result, I am currently on track in my existing academic path. I intend to finish my studies and enter the job arena initially. If I find that I am not being able to excel as per my expectations after a year or so, then I will reconsider my decision to pursue an ACCA certificate. All in All, I believe I took the right decision.    

· Time Management:

Time management is a competency that is of much value to me in all spheres of life. A recent situation where I found it challenging to properly manage the time was when I had multiple academic and personal commitments that needed to be done within a very short sphere of time. To be more elaborate, the tasks that needed to be done included preparing and submitting two assignments within 3 days, helping a friend in developing a business idea for a competition that he is participating in, attending a very close friends birthday program and carrying out my other day to day commitments such as shopping for monthly groceries. In order to ensure that I managed my time properly, I took several actions. Firstly, I made a list of all the activities that I had to perform over the next week and ranked them according to their priority (Bloom and Kitagawa, 2013). Secondly, I separated tasks that I needed to do by myself from those that I can delegate to friends. For example, I had to complete the assignment by myself but I could delegate shopping to my friend. Thirdly, I calculated a time estimate for each of the activities that needed to be done. Based on this I started performing the tasks. I completed the assignments first and submitted them in due time. I explained to my friend regarding my situation and got myself excused from helping him prepare for the competition. I committed to help him in future stages of the competition when I am a bit free. Then I attended the friend’s birthday party for a brief time. Finally, I delegated the shopping responsibility to my roommate. All in All, the result of the action was great. I was able to complete the assignments in due time and handle all my commitments in a proper way without letting people down. Therefore, I was able to demonstrate time management competency (Hind and Moss, 2016).   




Conclusion

All in All, it can be said that an individual should always be trying to enhance his skill set and competencies so as to make himself more employable to the firms and organization. The firms should also ensure that they develop detailed job descriptions and person specifications that communicate all relevant information to the candidates. 
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