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PART ONE

Introduction:

Almost every organisation has the recruitment and staffing programs and writing a job descriptions and person specifications are important steps towards recruiting. In this section we will discuss the main components of job descriptions and person specifications and why it is important and what it contains. 

Job Description and its purpose:
The main purpose of any job description is to outline the main duties and responsibilities that are involved in a particular job. 
“Job Description is a clear, concise depiction of duties and recruitments of a job. It can take many forms but they are typically consists of at least four parts”:
A Job Summary: This is an overview of the position which describes the most important functions of the job. This is the main thing the applicant will read. This is a great place to sell the job to the candidates. Keep it short and sweet. 
A list if Job Functions: This area writes the details of jobs duties, need to write a list of all the work they need to do to perform a job. This is straight forward but it should be legally bound.
Requirements sections: this section you write all the necessary things to apply for the job which is education, certifications, license and all experiences the job need.
Other Information: This section will provide other important information about the position such as location, working hours, travel requirements, reporting relationships etc. (Clark, 2013)

According to Financial Wisdom (2017) the components of modern job descriptions should include the followings:
1. A summary statement – a general statement usually one or two sentences
2. Functions of the position – main body can be lengthy
3. Attributes needed for the position – inside attributes including technical insight
4. Reporting – organisation structure
5. Evaluation criteria – details of promotion
6. Compensation – legal right
7. Physical location and surroundings





According to indeed (2017), a widely used internet based job recruiter, an ideal and modern job description should be well crafted and compelling all the essential descriptions which can attract most qualified candidates. In an article “indeed for employers” they describe the best fit job description should include the following points:

Job Title:
Make your job titles specific
Avoid internal lingo that may confuse the jobseekers
Keep the job title concise

Job Summary:
Open with strong, attention grabbing summary
Hook your reader with details about what makes your company unique
Include an exact job location

Responsibilities and Duties:
Outline the core responsibilities of the positions
Highlight the day to day activities of the position
Specify how the position fits into the organisation

Qualifications and Skills:
Include a list of hard and soft skills
Keep your list concise
(Indeed, 2017)








Person specifications:
“It is a written description of the qualifications, skills, experience, knowledge and other attributes which a candidate must possess to perform the job duties.” This is used as the basis of the selection process. To make the selection process fair and clear to both parties, person specification is important tools used as evidence. (Pergamon, 2005)
Globally recognised and very widely used recruitment agency REED describes the importance of having person specification alongside with job description “The person speciﬁcation is an important part of the recruiter’s toolbox. It allows the company to communicate the exact traits they ﬁnd desirable in their ideal candidates: such as education, previous work experience and any extra traits that are needed in the role.” (REED, 2017)
Five purposes of a person specification are;
1. It makes the whole recruiting process more refined
2. Candidates can assess themselves according to suitability for the job
3. The process clarifies two types of candidates to the employer – Essential and Desirable 
4. The process helps to maintain equal opportunities and avoid discriminations.
5. It also helps remove bias, prejudice and personal interest in the selection process 
(REED, 2017)


[bookmark: Purpose]Purpose of Person Specifications:

Job description consists of person specification which is the foundation of the recruitment process. An applicant should hold those qualifications, skills, experience, knowledge and other attributes to perform the job. Employer will make a short list basis of that person specification. Interview questions and selection criteria should also based on the person specification.

There are also some requirements for selection criteria which should be based on the followings:

Specific
It should be specific and should reflect and matches the job requirements. Applicant will understand what the employer are looking for. This specification also avoids any confusion of short listing or interview panel members. 


Justifiable
To follow these criteria will help to avoid any discrimination. 

Measurable
Selection criteria must need to consider how you are going to assess and how each candidate measures against the criteria.

Non-Discriminatory
 The whole selection criteria must be fair, objective and directly relevant to the job requirements. Any forms of discriminatory language or statements concerning race, ethnicity, colour, nationality, marital status, age, religious belief, sexual orientation, transsexuals, disability or age must not be used. 

[bookmark: Typesofcriteria]Types of criteria

Qualifications
Should be stated clearly the level of the qualification and the relevant discipline. 
Experience
Must specify the type and level of the experience you looking for.
Skills
Declare any skills essential by the post-holder to carry out the role such as computer skills, interpersonal skills, report-writing skills, presentation skills.
Knowledge
Specify any knowledge the candidate is required to bring to the role such as knowledge of a specific academic area, or professional knowledge such as health and safety legislation.
 (SOAS, 2017)
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Job specific CV for the position of Store Manager (Retail)

















Saif Mithu ||     Email: sim1280@gmail.com      ||      Mobile: 07909440455
Summary ||
Ten years of customer service and management experiences in video games industry, having an enthusiastic and positive attitude and working hard to ensure that customers receive an excellent level of service whilst at the same time ensuring the highest level of sales for the company.

Academic Qualifications & Training
2017-2018 || 	Certificate of Higher Education in Skills for the Workplace || Level 4 ||
University of Wales Trinity Saint David
2010           ||   Customer Service || Level 3 || City & Guilds || London

2012	       ||    Leadership & Management || Short Course || CIPD || London

Skills & abilities
1. Track record of recruiting, training and mentoring multi-disciplinary staff
1. Strong ability to understand and address the needs of customers and staff alike
1. Proactive with a logical approach to challenges
1. Perform effectively within highly pressurised environments

Retail Management Expertise:
# Feasibility and cost analysing           # Visual product displays 
# Negotiation and communications      # in store promotions
# Budgetary control                              # Purchasing           
# Performance management

Work History ||
Games Master, Employed (2007 – 2017) Current Position: Store Manager
Duties & Responsibilities 
· Managing, coaching, and developing a team of diverse individuals
· Ensure all staff are multi-skilled to complete a wide range of duties within the store
· Ensure all staff have knowledge of products and services within the whole store
· Manage stock availability and waste
· Driving service standards to achieve sales and exceed customer satisfaction targets
· Continuously reviewing and managing team performance. 
References 
Alam Faruk, Director, Games Master E:  alamgirfaruk@hotmail.com   M: 07738767277 
Mary March, Lecturer, University of Wales Trinity Saint David, E: m.march@uwtsd.ac.uk
PART THREE
Competency Statement:
Team Working:
I was a member of a team of GamesMaster, selling games, gaming accessories, DVD and gadgets. The manager had asked me to organise a DVD display. I had to do this while continuing to do my normal job in the store. I had one week to organise the display. 
There was around three thousand DVD which was displayed alphabetically by pilled on floor and in gondola. First I separate them by genre like romantic, musical, horror, biography, stand up comedy, comedy, children, wrestling and Manga. I made a section for world cinema, Indian and Oriental as well. Because during my work I saw many customer was asking where your horror films are or where is the wrestling DVD or do you have children films.
I have asked the manager to print the sticker with genre name. After he gave me the sticker
I put them in appropriate sections. The whole DVD display looks very organised and orderly. The manager and other team members are happy because it makes their life also easy to look for the films when customer asks.

DVD sales have increased and most of the customers were happy and they thanked me and the manager for sorting this out and manager recommended a bonus for my work.


Problem Solving:
I was working as a manager in GamesMaster while I had to deal with all return, refund and warranty issues. In most cases problem arises when customer lost their receipt. After Christmas and new years, most people bring their product for exchange or refund. Those they call unwanted gift. Because they received them as a gift, obviously they don’t have receipt. It is really hard to go through every transaction to check by database. 
One lady with two kids came for refund for a PS4 console they got as a present in Christmas. They don’t have receipt. The console pack was open, they said they tried twice, they didn’t like it. I understand the kids did not like PS4 console which came with FIFA game only. In that age kids like Nintendo console like DS or Wii. I offered her take two console for two kids with couple of games of their own choice. She thought it would be expensive to buy two consoles. Finally it came cheaper than the PS4 price. Both kids are happy and their mom was relived. She thanked me to solve the problem for her kids. Now they are coming regularly to buy more games. 
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