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Part 1 
The Purpose of Job Description

A job description is a key document in the recruitment and retention of staff. There could be said to be multiple purposes of the job description because it states the purpose, responsibilities and conditions of the role. This means that, the job description can be used to inform potential applicants for the role by providing key information relevant to daily tasks and expectations. Therefore, the main purpose is to ensure that the right person is hired to fill the role within the company.
An accurate job description explains the exact requirements of a job. This is achieved by thoroughly analysing the job requirements. For instance, it will list items such as, the job title, the location of the work, the grade and purpose of the job and even to whom the jobholder will report on a daily basis. Provided it is an accurate reflection of the job, a well written job description will ensure that the employee performs well in all aspects of the role.
The job description will inform the advert for the vacancy, so it has a key purpose in attracting the desired type of staff to the role. There is usually keen competition for employees, so the job description must create the incentive for job seekers to apply for the job advertised. It must also comply with all employment laws, ensuring that the firm is seen as an equal opportunities employer.
The job description can therefore be used to market the firm, and according to Ceplenski (2013), employers need a way to ensure that their goals and values as an organization are reflected within the job description. Constantly updating job descriptions is therefore important as the requirements of the job change over time. The job description according to PFL (2005) will inform the person specification document.
Purpose of Person Specification

A person specification details the requirements that an individual does need, to perform effectively in a job role. The factors included in the person specification will be the criteria against which candidates’ suitability for the job is judged, so, it used as the basis for selection (PFL, 2005). This logically means that, if it is done inaccurately, then the wrong person will be hired, increasing the costs of recruitment. This may also negatively impact on staff retention and increase turnover.
The person specification is a document that lists the, categories of skills, knowledge, experience, qualifications and special requirements. Therefore, the firm must present an accurate picture of the firm, or, potential candidates who may be suitably qualified, could be discouraged from applying. 
The person specification will identify the essential skills required to perform effectively in the role. In the process of creating the person specifications, the non-essential skills will also be identified. This process allows for applicants to be shortlisted for interviews, creating a better fit with the firm. 
Understanding the factors that make for a successful hire is key to spotting the right people and having this information written down through a thorough job description is a crucial first step. With all the information needed for a suitable person specification document, the final version can be used to market the role, supports shortlisting and simplifies selection, by bringing objectivity to the recruitment process.
In a nutshell, the person specification removes any doubt as to the role requirements, bringing the employer and potential employees closer to each other. Used well, the person specification will make for a more effective working relationship. It is derived directly from the job description, so will be the basis of objective selection of staff. The person specification bring clarity to the recruitment process.
Part 2

Job specific CV for the position of Human Resource Manager
Yvonne Frazer
69 Boulton House, Green Dragon Lane, Brentford, Middlesex, TW8 0DB

Telephone: 0208 123 4567
Mobile: 07854845991
Email: yv2009@hotmail.co.uk

PROFILE
Human Resource Management professional who has demonstrated astute personnel management experience and proficiency in a high-volume environment. Established, recruited, train and manage employees and temporary staff.
EDUCATION
University of Wales Trinity Saint David - Level 4 Certificate in Skills for Workplace - 2008
Key Modules Studied

· Human Resource Management

· Employability; 

· Project Planning; 

· Researching and Analysing Data

EXPERIENCE
June 2006 to present: London Borough of Hounslow Social Services - Role: Human Resources Assistant
· Communicate effectively with various departments, providing recruitment and training support throughout the organisation.

· Facilitated the implementation of a new training program with the HR Manager

· Utilized sound communication and organizational skills to achieve desired recruitment and staff retention targets.

· Consistently maintained adherence to key health and safety directives.

· Organise induction sessions for new and promoted employees within the organisation

· Assume department management role in the absence of the incumbent Human Resource Manager

· Co-produced the Training Manual than enable temporary staff to quickly understand the procedures of work within the department

· Liaise with relevant authorities to process Safeguarding applications for staff that will work with children

KEY SKILLS
1. Human Resource Management

2. Office management skills

3. Computer literate with knowledge of Microsoft Word and Excel and PowerPoint packages

4. Full Driving Licence

References available on request

Part 3

Competency Statements
Team Working
Situation: I work as part of a team that facilitates pick up of children under the care of Social Services in Hounslow. To make each pick up, there needs to be dialogue between myself and the main office to arrange the time and location of the pick-up. There are several factors that can impact on the ability to complete a pick up and each member of the team is critical to success. The team needs to communicate effectively to ensure that each member of the team is updated about developments in real time. Real time communication is critical to the success of the team as the impact of each person’s actions will have an effect on almost every other link in the system.
Task: I was scheduled to pick up a child from a specified location. Such schedules are time bound as the person that will hand over the child has other things to do. If there is a delay for any reason, their workflow will be directly impacted. On such a pick up, my car developed a fault. The issue with the car was significant enough to impact on my ability to complete the pick-up. At this point, it became necessary to have the fault with the car fixed and also, to arrange alternative collection for the child I was supposed to pick up. 

Action: After calling the Automobile Association, I called the office to report my situation and make arrangements for another staff member to collect the child. I then called the client who was expecting me to collect them, informing them of the delay in collecting the child, and that another employee would be coming in my place. This was important because the particular client was used to and expecting me to collect the child. The children we deal with in our operation are all in the foster homes system, so each child may have unique behavioural issues that could be impacted by a change of personnel. I made the arrangements for alternative pick up first, as that information would be instrumental in the actions taken by the team at the collection point.
Result: A new arrangement was made to collect the client. This arrangement was successful because I wasted no time in contacting the main office and did all I could to ensure a person that had picked up this client before was going in my place. Knowing the client in question, I knew that this would help lead to a successful conclusion as they do have trust issues with new people. 
I made the new arrangements before calling the collection point so they could make proper alternative arrangements for safeguarding the child after my call and until the collector – who was now working on a delay – arrived to pick up the child. The transition was also successful because I was able to inform the collection point about the identity of the new collector, with whom the client had interacted. The client was informed who was coming, which meant that they were prepared for the change.
Time Management

Situation: My work involves dealing with clients who are under the auspices of the Social Services. This means that all our work activities are time bound. We operate with the courts, other government workers and support systems, such as families. Missing appointments has significant impact on many other stakeholders.
Task: My role was to deliver a client to for a medical assessment. These assessments are booked a long time in advance, so missing them can cause major disruptions to the lives of the affected clients. On the day of a key medical appointment, there are many factors that can go wrong, some of which are under my control, and others, not.

Action: After receiving the details of the appointment, I firstly plotted the journey in Google Maps to get an indication of the travel time. Secondly, I checked for any major events that may be happening on the route on the day. This action revealed that parts of the route will be closed off due to a cycle race. With this information at hand, I made the decision to leave an extra hour earlier than I would normally have done.

Result: As a result of pre-planning, I was able to make the appointment in good time by avoiding heavy traffic and blocked roads. Unfortunately, the doctor was not aware of the event that was happening, so was badly delayed. In future, I would call the medical centre to ensure that they were also aware of such disruptions to traffic, enabling them to make prior arrangements to be on time or move the appointment to a different day.
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