Personal Specification
Selection Process

Personal Specification:

The person specification for the office manger job that we are advertising is for the next person to be able to make the most of their team and to make sure that there is good communication with all their time. The companies choose the personal specifications to meet the job that they are looking for. The company British Gas are looking for an office manager for Poole, Bournemouth. The salary is £22,000 - £25,000 depending on the experience. It is a full-time placement of 40 hrs, 08:00 until 17:00 Monday to Friday. There is a ladder of progression within the company as there are regional and area manager jobs to apply for. 

The employer will be looking for the following from the employees, problem solving, time management, people person, practical skills. The way that the company will be looking for the problem solving, practical skills together as they work well together. Time management and people person are very high on the needs for the management job as you need to be able to communicate to your team and work out the time sheets for your customers and staff. 

The ways that we can advertise the personal specifications for this job are the following: 

We can use job centres, companies that are available on the internet such as indeed, total jobs, fishing for jobs, LinkedIn just a few companies that we use. 

There are jobs fairs that are there for companies to show their best ways that people can get into their company. This helpful to promote the skills that the are needed by the company and the employees to make them stand out against the others that are applying for this job.  The jobs fair can be the same sort of companies trying to recruit the same types of people for example there is the holiday cruise companies have twice a year jobs fair in London, Manchester and Birmingham. 

Selection Process:

There are many different types of selection processes for the interviewing for jobs. The reason that we have chosen the interview panel for the selection process for this job is so that we can use give different departments the chance to see if the person will work with them. 

The company uses the C.V. and an interview procedure that is the way forward for the company as it works for the employer and employee. The company will be looking at which employees have read the job description that is advertised. 

The one to one interview is also called a formal or informal is a good way to see how someone will check up on the company. The company will choose from the application forms who we think is the best way to choose for the job that we are advertising, via the interview. 
The other ways are the following:

Video conferencing interview this done via a different way that gives the company to see the person before offering them to come and see you in the main office. This is done mainly by the travel industry as some companies are based overseas and this is the best way to see if the employee will be suitable for the team and the way they answer the questions that are asked by the interviewer.  

Group interview is a good way to get to see how everyone works together and who are the leaders of the team.  The group interview can see who the good planners are also they can see who a people person would be. The questions that will be given to the groups will be loaded to help the companies to see who would be good for them also they can see which employability skills are suitable for the applicants that they have at the interview. 

The telephone interview is a way to check the manner and sounds that a person is without a face to face interview. This could be a way for the jobs without so much responsibility. The telephone interview can see if the employee has done the research on the company as they can have set questions to ask by the company.  As an employee with a telephone interview you can have a few key points in front on some paper to make research notes about the company. 

The face to face interview is the most popular way for an interview to be held as they can read the reaction to the questions that they are asked. There is a question about the company that will be asked, this will be helping to see the reaction of the candidates.  The face to face is good for the employer to see what the employee has chosen to wear to the interview and the way that they are in the manner that they decide to do the interview. 

A portfolio-based interview is an interview is an industry pattern as it. The portfolio is to show how the person applying for the job can put the 
applications that they can put into the company to help it improve and expand in the area that the company is for example our company British Gas can expand due to the Brexit, using the British in British Gas can sell better as the brand of British is best.  

[bookmark: _GoBack]There is also the interview that will be done as a on the job interview that some companies use to check how company employees cope with the job that is on offer. It is normally a trail period of a week or two.  
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