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Speaker Notes

As a part of this assignment we have been dived into groups, our task is to complete a presentation on ‘The recruitment process’ to cover the selection of a candidate that applies for the role. 
The role we have chosen is a manger of a prestigious restaurant.
 The task I have been allocated is to introduce the presentation and cover the aspects of c.v., covering letter and job application. 

Introduction:

I will introduce the presentation by greeting the audience, state the subject of the presentation and introduce fellow team members and what topics they will cover.
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C.V.
Curriculum Vitae
 '(the) course of (my) life'

A curriculum vitae is a marketing document that gives a summary of a job seekers career history, academic qualifications and explains their future potential.

The main goal in looking through the cv’s would be to identify potential candidates. We will be looking for the right experience and skillset. This should show on the cv through years of work in the field. 
One of the things we will look for on the cv is the examples communication skills. We feel this is the most important skill for the job.
 “communication is the exchange of thoughts, information, or ideas that results in mutual understanding between two or more people”, Maund, Schriek, and Tinkler (2017)
Other important things we will be looking for are:

· Career history
· Academic qualifications
· References
· Areas of expertise


	https://www.dayjob.com/content/what-is-a-cv-622.htm

[bookmark: _Hlk530959058]
Covering letter

The cover letter would explain the candidate’s reasons for wanting to work for the company and their suitability.

What we will be looking for:

· Who is the applicant 

This is where we can find out a little bit more about the character of the candidate and their suitability in our company.

We will be looking for clear indication of the position they are applying for and where they heard about it. 

If they have a name of a direct contact or referral. 
Dropping a familiar name is going to be an effective way of catching our eye.

· What relevant skills they have and how they will apply them

Candidates should outline key aspects of the job and make direct comparisons with skills and experience they have. 

For example:

"I see that this role demands the ability to reduce costs. As commercial manager at Shoboraj LTD I made real savings of almost 20% (£100,000) in my first full year" 

· If they have any additional skills over and above the job advert
any supporting information that is necessary, such as applied aspects of the role or what additional skills they can bring over and above the job specification.

· That the candidate really understands what's required of them

There focus should be on the most important aspects of the role and relate them directly to recent and relevant experience. 



· [bookmark: _Hlk531115278]Have a positive and professional attitude
There tone should be confident and positive but not overdone, otherwise they may come across as arrogant or pushy. Instead should come across like a personable individual.
· Have taken time to get to know our business
the name of the person responsible for recruiting the role and some key company information can also show that they have done their homework.


https://www.theguardian.com/careers/careers-blog/what-an-employer-wants-from-your-covering-letter-steve-szita














Job application
What is an application form?
Job application forms are official forms which a company asks candidates to fill out when applying for a job. Aimed at gathering information about the candidates experience, skills and abilities.
Unlike CV, these forms allow us as employers to ask a specific set of questions – rather than letting applicants choose the format and content of their application themselves.
 
A job application form can speed up the recruitment process, and to make it easier to directly compare applications.
Firstly, because all the questions are clearly set out, filling out an application form can often help the candidate focus than when writing a CV.
We will clearly ask about all the things we want the candidate to highlight, allowing us to find exactly what we are looking for.
https://www.reed.co.uk/career-advice/job-application-forms-what-you-need-to-know

For example:

Question: Describe a time when you had to inspire and motivate others, how did you go about it?
(Laura James power point Presentation, date unknown)  

This will tell us about key leadership skills that will be required in this position.

Question: how have you used your creativity to solve a difficult problem? Briefly outline the situation and indicate how successful you were.
(Laura James power point Presentation, date unknown)  
This will show us weather the candidate can use his/her own initiative when under pressure and how they think.

Job applications are very efficient and saves a lot of time.

Things we will be looking for:

·  Homework.
Prior to filling out the form the candidate should have done the relevant background check on our company. which will demonstrate that knowledge in their answers and they will be able to demonstrate to us that they have used their initiative and that they really want the job.
· Showcase of their skills. 
any qualifications, achievements and work experience they have attained up to this point, relevant to the requirements of the position. 
· Personal. 
The questions are intentionally generic so that everyone can answer them. 
The candidate’s answers should be personal by providing relevant, concrete examples of when they showed certain abilities or skills.
· References. 
We will ask for at least two references. We will be looking for  trustworthy and authoritative individuals who will be willing to speak up for the candidate.
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