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Executive Summary

The purpose of this report is to understand the process of recruitment of an Assistant Manager for John Lewis Department. The writer looks at each aspect of hiring someone based particularly on the Person Specification as this highlights the skills and abilities attained. The recruitment process filters candidate by implementing some steps like the  psychometric test and an aptitude test to result with a suitable manager, at the same time making sure that equal opportunity is in place. 

The report concluded that to be able to successfully recruit a manager for the organisation, each candidate that applies must be given an opportunity to present any skills held, clearly state experiences and qualification on the CV. The recruitment process not only supports the employer to choose the best candidate for a role but also gives the candidate a chance to present interpersonal skills and capabilities that would benefit most organisation.
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Terms of Reference

The writer is completing this report on the request of Melanie Squire which will be submitted by the 13th of July 3018. This report is looking at the step by step process of recruiting a candidate for John Lewis Organisation.






























Procedure 

The writer used mainly online websites and books. 



















Introductions

The university of Edinburgh (2018), explained that being employed is putting a set of achievement, skills, personal attributes and understanding within an occupation. These abilities support the workplace, the economy and the individual. CIPD, (2018) stated that recruitment process is crucial to find the right individual with the correct skills for a particular role, as this ensures long-term issues such as organisations performance and productivity as well as future skills development and employer brand.
John lewis a retailer that has been trading since 1864 with now 85,500 employees and fifty shops across uk (John Lewis Partnership 2018). This report will look into the step by step process of recruiting a Assistant Manager for the departmental store of John lewis.  















Findings

Job Description:
The job description for the role is an Assistant Team Manager, that requires to lead the team by examples, manage staff and daily stock supply, merchandise on the shop floor, increasing productivity and profit’s. A manager must meet objectives and goals of customer satisfaction, being flexible, trustworthy and keeping the employees working in harmony by encouraging good and clear communication (John Lewis Partnership, 2018).

Person Specification:
According to The University of Reading, (2018) the importance of knowing a persons specification is because this displays the knowledge and skills along with attributes the candidate has possession of. The advertisement would specify the main abilities needed for this particular role, to ensure the candidate can perform well with the right skills The key person specification in search for would be, enthusiastic, ICT skills, Numeracy skills, affective and clear verbal non-verbal communication, working in a team experience, organisational skills, confident, resourceful and leadership skills.

Job Advertisement:
As explained by John Lewis Partnership, (2018), factors displayed within an advertisement would be the type of job it is, which is an Assistant Managers role. The location of the vacancy, the hours required to work, type of vacancy, if it is a full or part time and if it is a permanent or temporary. The salary offered and how frequently, what level is required for this vacancy, the closing date of the application. The duties and responsibilities would be stated for the potential manager having to be efficient, motivate the team, exceptional customer service and a natural leader. Indeed, (2018) explained that the advertise will state that candidate must have at least five years customer service experience with three years being in retail. A reference check would be undertaken of previous employers along with pre-employment screening. The instruction and how to apply online and attaching a CV will be required.Advertise available in Appendices.


Cover Letter and Curriculum Vitae:
A curriculum vitae (CV) is necessary for applying for any of job explained Rolf, (2018), a recruiter expect to see in the CV is the candidate’s personal details such as name and date of birth. A brief statement of the candidates background. All the list of skills, the work experience achieved, along with education, hobbies and references. The CV should be clear with no grammatical mistakes. Overall the CV must be concise, have a professional font, use a template if necessary and brief. 
A covering letter is accompanied by a CV this is to introduce the candidate, explained Morgan, (2017) a covering letter summarises how suitable the applicant is for a position. The letter should be in English and formatted well with again no grammatical issues. Smith, (2017) cited that a covering letter compliments the CV, any organisations and John Lewis will look at the list of skills highlighted and how the candidate can convince the suitability of this position. This letter is an important document that plays a vital part of introducing the individual. When applying for the managers role with John Lewis Partnership, a CV and cover letter will need to be attached with application form. 

Application Form:
The interested applicant will need to complete an online application form. This is done by were the job is advertised which can be recruitments sites such as indeed, jobraido or go direct to John Lewis Partnership online directly. My World of Works, (2018) explained an application form is to find out exactly who the candidate is. The applicant must also ‘sell’ themselves by talking about experiences in workplace. Describe skills and qualities and convince the recruiter why the candidate is suitable for the role. A application form is an official document explained Heathfeild, (2017), this is completed most of the time online and allows employers to verify the information given on the application. The references are contacted to understand more about the candidates skills, work ethic and why the individual left. According to partnership John Lewis Waitrose, (2018), applicants must also complete an psychometric test with the online application. The candidate will face question on Value Based Questionnaire, what the applicant morals are. Numerical, related to percentages and graphs. Verbal Reasoning Test, to see the understanding skills and Situational Judgemental test, how affectively the individual can work in a diverse team.

Short-Listing: 
Once the application forms are accessed, the recruiter will see which candidate meets the selection criteria, this is determined mainly by the person specification. This process treated fairly and comply with legal requirement. A spreadsheet is used with the candidates name, ticking each box of requirements. Once the selection process is complete, the candidate will be informed of the next stage (The University of Kent, 2018). 






Telephone and Video Interview:
A telephone interview may be conducted with questions based on leadership and partnership behaviours (John Lewis Partnership, 2018). Total Jobs, (2018) stated a telephone interview is highlighting the candidates personality and social skills. Employers use this method as it is quick and cost effective. John Lewis Partnership, (2018) cited a video interview is not a live call, this is when a set of questions are provided on the log-in system where the candidate would record the answers on the webcam, this gets uploaded to John Lewis. The same subject of questions apply here as the telephone interview.

Equal Opportunity:
Gasport Borough Council, (2018) stated all applicant are treated fairly and there’s no discrimination on a persons race, religion, age, disability, gender, colour or sexual orientation. Only the skills, qualification, experience and capability will be looked at. This rule does not only comply during the short-listing process but also during advertising, recruiting and even after the job is offered. John Lewis Partnership ensures equal opportunity to all staff and potential recruits.

Face to Face Interview: 
Doyle, (2018) explained that a face to face interview is for the employers to be able to confirm that the individual are qualified and skilled for the position. In an interview the employer will ask questions about the personality and previous jobs, why the candidate is moving on. If there is any gap in employment this will be an opportunity to as why. Discuss any accomplishment and give the candidate a last chance to convince the employer why the applicant should be hired. Job Test Prep, (2018) stated some examples of questions a interviewer may ask. Interview: why did you apply for John Lewis? What qualities can you bring to John Lewis? What’s the difference between a manager and a leader? John Lewis Partnership, (2018) stated during the interview the applicant will be informed that documents such as passports need to be provided to prove legal rights to work within the UK. The candidate that manages to fit the requirement so far will then be invited to come to the assessment centre for further assessments.

Assessment centre:
Because of high volume of applicants applying for positions, it becomes hard to notify unsuccessful candidates. The applicants that have been selected would contacted by phone or email (Doyle 2018). Senior, (2017) explained the successful candidate will be invited to the assessment centre. The employers will meet the candidate in person and will expect the candidate to undergo some exercises to evaluate the skills. The first group exercise is first, in a group discussion a scenario is given to respond to the situation. Core value exercise is the second task when the candidate will be asked to make judgement on moral values. Stores exercise will be a role play. Individual exercise will be a presentation of ten minutes based on given topic. John Lewis trays is similar to the role play.



Offer Job and Contract:
The successful candidate would be the one that is able to go through all tests with the highest marks. John Lewis Partnership, (2018) stated, a successful candidate will be notified by email were the candidate can accept or decline the offer. The job offer will have an expiry date in which the candidate will have to respond by. Doyle, (2018) the job offer letter includes, the description of the job and title, starting date, salary, acknowledgement of offer and confirmation of acceptance. Once the job offer is accepted, the applicant must sign a contract to become a John Lewis employee. GOV.UK, (2018) explained that a contract states the employments, conditions, rights, responsibilities and duties. A contract must be abided by the employer and employee until the contract ends or contracts are dismissed by an employee or when the employee is given notice. 

Conclusion

To conclude this report, it is essential to ensure a candidates person specification are clearly mentioned within the application form, this identifies the abilities and attributes the candidate holds determining how well the applicant can perform (Reading University, 2018). The other main aspect of recruitment is receiving a CV which holds all candidate personal details, qualification and previous work experiences, this is an important document needed with a cover letter that must also be clear and concise. 
To also conclude, the recruiter must make sure when short-listing a candidate, this is based on the capabilities rather than the race, religion, age, disability or the gender, ensuring equal opportunity (Gassport Borough Council, 2018).


Recommendations

The employer should inform successful candidate with a formal letter rather than email. NiBusinessinfo.co.uk, (2018) confirmed when an employer has selected the candidate for the role, the individual will then be informed by telephone at first to make a verbal offer. Once the candidate verbally accepts the offer, this is when the employer would send a formal letter with the applicants personal details and the work details requiring a signature to formally accept. 
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