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[bookmark: _Toc500190647]Executive summary:
The main intent of this assignment is to gather confidence and competence for being an effective employee in a firm. The importance of skills and knowledge for working more confidently has been demonstrated. In this assignment, different strategies for job specification and person specification have been evaluated. A cv is also shown for a job role with the required skills and competencies for working effectively. And the importance effective of team working and decision making is also shown here. 
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[bookmark: _Toc500190648]Introduction:
Recruitment for the job is one of the core activities of human resource management. The overall process of attracting a candidate is job recruitment. The recruitment for a specific job requires a job description and person specification. The recruitment process follows that specific job description and person specification for the selection of a most suitable person for the post.
[bookmark: _Toc500190649]Task 1
[bookmark: _Toc500190650]The process and importance of job description and person specification in the recruitment and selection process

Job description:
A job description can be said as the formal duties and responsibilities of an employee. A job analysis finds out the job requirements of a specific job. Job description mainly includes the title of the job, duties and main purposes, principal responsibilities and scope and also working condition of the job (Lasater and Stiles, 2010).The job description is mainly a written document with all the requirements for that specific job (Mader-Clark, 2013). The required qualification and skill for the job are written in the job description. Salary range, to which the person should report etc are narrative there. A job description is mainly used in the recruitment process. The main purpose of a job description is to communicate to potential candidates, the main responsibilities and duties of the job. An employee is hired with the help of job description. It makes the work of recruitment officer easier. With the help of job description employees for different posts can be recruited easily because it clearly states the required skills, knowledge and competencies (Chen and Wang, 2005). It also makes the works of candidates easier. By seeing a job description candidates easily understand if they should apply for the job or not. But it has some disadvantages too. Senior managers cannot take any initiative to solution a problem because of specific duties in the job description. Sometimes it is too inflexible for employees who work in a rapidly changing organization. A single change in the content of job description can make it outdated. But for defining the role and accountability of an employee job description is very important. For developing a job description some steps has to follow. 
· Appropriate people for the task of making a job description should be gathered. A senior manager should lead the process along with some other employees are already into this type of job.
· Developing a job analysis requires as much data can be gathered for understanding the job well. The more information can be gathered, the more it will be easier to develop a des description.
· Then finally with all the information gathered in the job analysis, a job description can be prepared. After preparing the job description it has to be reviewed by the experts periodically to see if there should be any change in the job description.
Person specification:
Person specification can be described as the description of quality, skill, qualification, knowledge and experience and skills for a specific job. The candidate must possess all the qualities of that are stated in the person specification for the post (Estes et al., 2013).A person specification is usually derived from the job description. A person specification is usually derived to use in the recruitment process.
Person specification specifies the attributes and characteristicthatarerequired in a potential employee. To some extent, person specification is similar to job description. The difference is that job description specifies everything about the job and person specification specifies the person doing the job. In the person specification not only the skills and experiences and knowledge is specified. It also describes some personal attributes that are required for doing the job more efficiently (Kimmel and Neubecker, 2007). Like job description, it also helps the recruiters in recruiting the perfect one for the post with all the required qualification. Candidates can also understand the requirements for the job and self-select accordingly. So the main purpose of a person specification is to inform potential candidates regarding the main attributes that need to be possessed to perform the job diligently.
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Here is a CV for the post of administrative manager

BRIANNA CLARK 
109, Royal Worcester Drive
London, England W1T JY
Mobile: 7700-******
Email: Brianna.cl@gmail.com
Summary:
Offering a great skill in communication and networking. I have competency with computers. And I am dedicated to work and responsibilities. Works with efficiency and meet any deadlines. Organized and experienced in office settings.
Highlights: 
· MS office suite efficiency
· Presentation development capability
· Member of International Association of Administrative Professionals (IAAP)
· Self-directed and matured.
· Decision taking capability
· Capability of working on short deadline
· Decision taking capability.
· Strong problem solver.



Professional Experience: Administrative manager at Trinanor Business, England from dated 1-4-2013 to 5-1- 2017.
· Taking scheduled interviews
· Handled inquiries of media and public relation
· Maintained the reception area and the front desk with an organized fashion
· Central contact point for all the outsiders and vendors.
The white-brown solution, England, Administrative Manager dated from 2-01-2008 to 3-01-2013.
· Different HR duties like hiring new people, training program to new employees
· Transit card distribution
· Signing up for employees for insurance of workplace accident
· Planning of meeting and preparing conference rooms. 
Education: 
Masters in Human Resource Management, University of Tennessee,
Bachelor of Business Administration, Tufts University


This CV is best suitable for the post of administration officer because the holder of CV has an expertise in administration jobs. She has experience of doing administrative jobs and her education also suits this post well.
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The star model (situation, task, action, result) is a renowned job technique. This technique is used by interviewers and recruiters and to get all the necessary information about a certain capability of that certain job (Leonard, 2007).
[image: Image result for star model]
Star method is a way of responding to behavioral based interview. Star model interview is said to have a higher predictability of the future performance of the employee. The interview would present a situation in which I have to myself the solution. What target I have to achieve from this type of situation. To achieve the target what do I have to do and what are the outcomes. 
Team working and decision making:  Team working means the cooperation between employees who are working on a project together. All the members of a team have to be willing to work in a group to achieve an aim. I was assigned to complete a group report and presentation along with my four other group members. For completing the report and presentation we were given time for about 7 days. As a team leader, I had to take some initial steps for completing our task. So according to STAR model, the solution of the assigned topic is to complete a report and a presentation with two of our desired topics but the topic cannot be overlapped with any of the other groups of the class. So for completing the task of preparing report and presentation I assigned certain tasks to the group members. I suggested them for helping one another willingly, sharing and persuading openly, being a flexible and active participant in the group. These are some attributes which are called team working skills (Kates and Galbraith, 2013). For building a productive team some actions need to be taken by us, the group members.
· Every effective team needs an effective leadership. All the members of my group made me group leader. I have to set a leader in the team. I am a leader but I can’t be present all the time to all the group members. But the members of my group trust my judgment so they will work around diligently.
· As a classmate and group leader, I know each of the members personally. Everyone of them doesn’t have similar qualities. One of the group members is really efficient in collecting and gathering information from all the possible ways. Another group member has extraordinary analyzing quality. So I distributed all the tasks according to their competency and liking and disliking.
· All of us actively participated in the decision-making process. I also had given some tasks to them and asked for the best solution. We alltried to achieve our common target of preparing a report and a presentation.
· After preparing the report and presentation we all together reviewed the whole presentation and report so that there is no mistake there.
Decision making: Decision making is one of the key skills in the workplace. To be a good leader decision making capability is very important. As a leader of the team, I have to possess the decision-making ability from all the available information. The skill of decision making is like an appeal for the employers.
After doing almost half work of the report in 3days we found that there is another team with whom our subject topic is overlapping.  And we could do nothing as they took that subject topic before us to solve this problem I had to find a solution. I had to take decision at that crucial moment about what we could do in such a short time. How we could change the whole reportin such a short time. Then I took the decision that we would change the topic slightly from our previous topic. Because of this, our total work needs not be changed. A slight change was enough. 
Because I had the quality of taking the right decision at the right moment it helped our team from total destruction. Our full team would have gotten a zero if we could not find out that problem. I had to take anew decision because of that change and gave new instructions to the members. Some new steps had to be added to our previous action. A little dispute had arisen in our group work. One of the members complained that he was doing most of the work while the other group member who was assigned to help him was not helping him properly. So I had to solve this dispute among them by assigning the works again. A selected 10 particular tasks for the 1st one and 10 tasks for the second group member. I made them work separately with two different organizations. After reassigning the work they had to report to me directly about their work. After getting separate works none of them could avoid their tasks (Beardwell and Thompson, 2017). Thus with my team leading quality and decision making competency I along with my group could prepare a good report and presentation. My group member worked really hard for attaining our group task. They all performed their roles well.
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Job description and person specification both are part of job analysis process. Duties and responsibilities etc are mainly demonstrated in a job description. All the required characteristics and qualities for performing the job efficiently are shown in the person specification. 
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