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Introduction

Selection and recruitment of the employees have become a crucial element of organisational success. Expertise in employees helps to innovate new products and services in the organisation (Baukens, 2017). To ensure the expertise, the organisations need to recruit the persons whose personal traits and characteristics fit with the job responsibilities. Curriculum vitae is used to know the candidates at the initial stage of recruitment (Rice, 2011). Job description and person specification are two important elements of the recruitment process. This report demonstrates the importance of job description and person specification in a recruitment process.

Task 01

1.1 Purpose of a job description in the recruitment process

A job description refers to the statement of roles and responsibilities of a job position. Before starting the recruitment process, an employer identifies the areas where he or she needs employees (Overtoom, 2013). The employer determines the necessary information regarding the vacant position. The necessary information includes the environment of the position, the department, the designation of the position, the responsibilities of the position. The employer designs the job description to let the potential candidates know about the tasks and responsibilities of the desired position. A job description might include the terms and conditions of the job position and necessary qualifications to meet those terms and conditions (Mader-Clark, 2013). The information regarding salaries and wages can be included to attract the potential candidates. A job description lets the potential employees know about the tasks that should be done by the employees on a daily basis if selected. Most of the organisations provide the details of key responsibilities to let the candidates be aware of the complexities of serving for the position. Some positions may need to travel a lot and the job description must include the requirement. The employers might require special conditions to accept the candidates and the job description works as the disclosure notes of those conditions and requirements (Gravells, 2010). However, job description plays a crucial role for both the employees and the employers. The employees can get to know about the requirements of the job position and can decide based on the necessary conditions. The employers will get the applications from the candidates who think that the position suits to their capabilities. A good job description ensures that the employer is hiring a right person for the right position. A well-written job description will help to avoid unnecessary or unqualified job applications. Moreover, the job description works as a communication tool between the employer and the employee to express the expectations from the defined job position (Grant, 2013).

1.2 The purposes of a Person’s specification in a recruitment process

The job description states influence the person specification. Job description includes the roles and responsibilities of the position and person specification includes the human qualifications needed to perform the stated roles and responsibilities. Person specification converts the job descriptions into personal traits and qualities (Frayling, 2014). A statement of person specification includes qualifications, skills, experience, knowledge and other attributes needed to perform the roles and responsibilities of the position. The person specification helps the employees to select the suitable positions for them. They might feel uncomfortable with the job positions which don’t suit their personalities. Person specification ensures that the wrong candidates are not selected. The selection procedures are designed to test the specifications of the defined job position. Physical features, demographic features, psychological features and personal features are included in the person specification (Finesliver, 2015). Moreover, person specifications ensure the behavioural competence for a defined position and for ensuring good productivity of the employees, behavioural consequences are getting priority (Robertson, 2015).

So, the job description is the summary of an employee’s daily work life and person specification is the summary of qualities an employee should possess before getting selected (Sostrin, 2015).

Task 02

2.1 Preparing a CV for a specific role

CV – Finance Executive 

MaliniRagupadi@gmail.com
Contact: 07533359253

Personal Profile:
Eager to work in a disciplined and challenging environment to gain practical knowledge and enhance professional skills with the motto of achieving the overall goals of the organisation. Prefer the financial analysis and investment decisions as job roles. Like to play with numbers and latest technologies.

Key Skills:

· Communication Skills

· Team worker

· Problem solving

· Efficient in Microsoft Word, PowerPoint and Excel

· Strong Work Ethics

Education:

	Qualification
	Institution
	Date

	MBA in Finance
	University of Wales
	Present

	BBA in Finance
	University of Wales
	2012-2016


Career:
GSK – Finance Executive (Full Time)

(May 2016 – Present)

Duties Included:

· Providing Strategic insight and knowledge for the company

· Use financial modelling to predict outcomes

· Assisting with negations

Sainsbury’s PLC – Finance intern (Full Time)

(May 2014 – May 2015)

Duties Included:

· Providing Strategic insight and knowledge for the company

· Use financial modelling to predict outcomes

· Assisting with negations
Request

Available upon request.
Task 03

3.1 Statement about the two selected competencies using the STAR model

Competencies of a person are developed through the experiences in the daily life and work life. Problem-solving competency helps an employee to remain calm under pressure. It helps to face the unexpected situations in a structured way. Decision-making competency reflects the analytical ability of a person or employee (Grant, 2013). An employee evaluates the possible alternatives and selects the best alternatives suitable for the organisation. Team working is important for a cooperative work environment. A team worker follows collaborative to conduct the organisational roles and responsibilities. Time management is important to meet the deadlines and avoid potential losses due to the delay in completing the required tasks. STAR model analyses the situation and how the situation was handled by the individuals (Frayling, 2014). Problem-solving and decision-making competencies are described below using the star model.

Problem solving

I was appointed as a head of finance team for a project. Even though the company has enough liquidity, the company fall short of enough funds to inject in the project. I had to solve the problem within shortest possible time. It was my responsibility to find out an alternative financing opportunity for the project. I had to go through the previous contracts to get to know about the avenues of funding opportunities. I had consulted with the lawyer of the company to prepare drafts to get involved in the financing agreement within two days. In the meantime, I took the appointment of three General Managers of three commercial banks to speed up the funding process. I talked to them about the terms and conditions of the company. They were claiming a higher interest rate and I negotiated with them by stating the debt return policy of the company. Finally, one commercial bank had agreed to give us 10 million funds and convinced with our terms and conditions. The CFO of the company came back from his international tour and received the debt of 10 million from the commercial bank. The project was saved due to the availability of required funds within six days. The top management of the company was happy on my effort to solve the problem within the shortest period without having much experience in dealing this kind of issue.

Decision making

I was appointed as a Head of Finance department in a manufacturing company. After some days, I discovered that my subordinates get bored on the later part of the day. That means, after lunch, they become tired and unproductive. Their decisions don’t reflect the talent they possess. I had to take decisions regarding the increase of productivity in the later part of the day. I had an idea to refresh them which was a ten-minute refreshment break in every two hours. All the employees can have the opportunity to gossip or watch TV or play cards in those ten minutes. And after every break, they can start with the fresh mind. I told the employees about the refreshment break. They felt delighted by hearing this decision. Some musical instruments and a TV were bought for the department. Every employee was happy and excited about the refreshment break. They started to become spontaneous in the business meetings. Moreover, the collaboration among the employees has been increased. There was less communication gap as they interact with each other frequently.

Conclusion

Job description and person specification are needed to reduce the communication gap between the employers and the employees (Overtoom, 2013). Appropriate job description helps to attract the right candidates and person specification helps to attract the right persons who possess the required skills and traits to carry on the legacy of the job position. Decision making and problem-solving competencies help the employees to analyze the unexpected situation and take relevant steps.
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