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What you probably found with that activity is the more
straightforward the role, the simpler the method you ¢ould use,

The information you have generated can now form the basjs of a
recruitment campaign to attract suitable applicants. It can be
used to develop the job description, using the tasks and
responsibilities, and targets. [t is also the basis for develaping
the person specification, using the information you’ve listed
under skills, knowledge and abilities.

Al the core of most recruitinent and selection procedures are the job
description and person specification. The job description states the
purpose, responsibilities and conditions of the job. The person or
employec specification outlines the abilities and qualities that
would best fit the job.

Why these documents are important

The job description is at the heart of any recruitment you
undertake. It is derived from a thorough job analysis and it specifies
exactly what the job involves. It is therefore important in
developing the person specification. It can also be used as the basis
of advertising and be sent to applicants requiring further
information,

If it is accurate, it presents a fair picture of what the job involves on

a daily hasis. This last point Is important and can save you time and
money. If potential applicants can identify whether they are capable
of doing the job, then inappropriate people usually rule themseives

out at an early stage.

The person specification is used as the basis of the selection process.
It also goes some way to providing evidence that your selection
process is fair. [t can be used in marketing the role, makes
shortlisting and selection easier, and helps ta make the process
objective. This is because all parties are clear about the qualities and
abilities being sought.
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Writing a job description

The job description describes the job and how it fits into the
organisation. A good job description will include:

* & ¢ & o
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job titte

location/department/areas of the business

the grade of job, if relevant

the overall purpose of the job

the title of the person to whom the jobholder reports

the title of any employees who report to the jobholder
the main duties and responsibilities of the post, prioritised in
some way, for example by order or by giving each a
percentage weighting

any other significant information, such as special working
conditions

the date of issue.

It is now common to group activities into key result areas and to
indicate expected standards of performance in each area. This places
greater emphasis on results, rather than inputs.

Checkliist - writing a Job description

*

38

Check that it does not overstate the importance and scope of
the role

Make sure that there is no bias in terms of gender, age,
marital status or disability

Ensure sexist language has been avoided

Make sure the language Is clear and casily understood by
someone from outside the organisation

Check it doesn't include jargon, acronyms or abbreviations
and use as few technical terms as possible

Consider offering flexible working arrangements such as the
possibility of a job-share

Avold including an age range as it is meaningless in
determining past experience and you may eliminate the most
capable candidate

Make sure the audlence ft is aimed at can easily understand It.
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Putting together a person specification

The persen specification is derived from the job description. The
factors you include in the person specification witl be the criteria
against which vou judge candidates’ suitability, Unirealistic criteria
on a person specification may deter the most able candidate for
the post.

The twe most widely known formats for developing a person
specilication are Rodger’s seven-paint plan 11952) and Munro
Fraser's five-fold grading (1934), which are shown in Table 2.1,

Rodger’s seven-point plon Frasers five-fold groding

Physical make-up Impact on others

Altainments Qualifications or acquired knowledge
Generai intetligence Inaate abilities

Special aptitudes Motivation

interests Adjustments or emotional balance
Disposition

Circumstances

‘Table 2.1 Formiats for developitiy a person specification
Source: Torrugton amit Hall (1998)

Most of today’s specifications are developed, in part, from these two
early models, with some adjustments to take into account good
equal ppportunities practice, The most commuon format usually
includes the following information:

* skills required such as planning, communication and
teamworking

+ knowledge requirements such as ability to work with computers,
handle statistics, writing reports

+ experience such as previous types of job and relevant interests

+ educational gqualifications, professional qualifications, technical
skills

+ spectal requirements such as shift work, a valid driving licence,
physical demands of the joh.

Bear in mind that experience gained away from work can be equally

as valid as that gained in work.

Once the employee specification is drawn up, these factors are

usually divided into essential and desirable. Essential are those

criteria a candidate must possess to perform the job, Skills and

qualifications are nearly always essential and will be the main things

you use for shortlisting. Desirable are those that may allow a

candidate to perform better in the role - the ‘nice-to-haves’.
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Checklist - putting together a person specification
When putting together a2 person specification, make sure it is:

+ directly related to the job description
¢ ability-based in line with the requirements of the role

¢ realistic in terrns of how the factors you choose contribute
to job performance

clearly defined
measurable and/or observabie
agreed by everyone involved in the process

¢ & ¢ ¢

weighted realistically in terms of essential and desirable
qualities

¢ justifiable in terms of the criteria you have chosen.

Once the person specification is agreed it should not be changed
and must be applied equally to all candidates.

Activity 8

Looking at job profiles

Objective

As a manager you need to be able to help develop appropriate and
accurate job profiles. This activity will help you to comment on a job
description and person specification and to make recommendations
for change.

Task

1 Look at the following job description and person specification for a
sales assistant.
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fob description
Job titte: Sales executive
Location: Warking on the shop counter in a busy warehiouse in Doncasler with three other executives

Job purppse:  To advise trade customers in the seleclion of batheaom littings for the home. To selt,
merchandise and arrange deliveries. To maximise sales

Reports: None
Duties and responsibitities:

& Advise customers on fiktings

® Keep the shop area tidy

¢ Organise delivery datesitimmes with
warelisuse supervisor

& Scll goods ta the value of £150,000
each year

® Advise on payment methods

¢ Take payments correctly

Satary: £11,500 per annum

& Proper use of equipment associated with
payment - Visa, Mastercard and Maestro

® Maintain stk control systemn
{computerised)

¢ Take part in stocktaking when required

¢ Take part m training when required

¢ Apply customer service skills

Working Front of warehnuse is a challenging work enviranment: it can be dirty and cold in the
corditions:  winter. The job entails working with a very challenging set of custormers.

Person specification
Job title: Sales executive
Skitis Essential

Custlamer service skills

Patience

Ability {0 wark alone

Planning ard drganising skills
Ability ta empathise with customers
Interpersanal skills

Sense of humour

Willing and able ta recommend
improvernents to processes

L 2N B B BE BE BE BE J

Knowtedge  Essential

& Computer skills
& Basic plumbing

Experience  Essential

& (One year in saime or similar business.
¢ Experience in a customer-facing rale

Qualifications Essential

¢ Maths Grade A at GCSE
¢ Camputing Grade C at GCSE

Specia!
requirements Essential

¢ Clean driving licence
¢ Professional in manner and dress
¢ Vigoraus, healthy and strong

Desiratile

4+ Assertiveness
& Leadership
@ Creative

Pesirable

¢ Knowledge of our system {Droneon 113
¢ Bathroom fitments

Desirable

& Minimum two years working for a
competitor

Desirable

¢ Maths A Levef
* Plymbing gualification

Desirabie

¢ Availahle for overtime when need arises
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2 Comment on what is good and bad about the job description and
person specification above, and note down your recommendations
for change.
fob description - -
Good points Bad poimts

Recommendations for improvements

Person specification
Good points Bad points

Recormmendations for change

Feedback
Your comments may include some of the following points:
Job description
Good points » -
1t i$ detailed and.covers most of the essential information of a
0ood:job description.

You get a clear. impression of what it would be like to do the job
in that work environment through the location, job purpose and
working.conditions.

Bad points and improvements ] _

The job title is a little too impressive for the role.~ this Is an
assistant, not an executive.

‘1t does not say to:whom the person reports ~ fhis:needs to be
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The duties and responsibilities seem to be in a random order and
need to be prioritised, For example, selling goods to the value of
£150,000 should probably be at the top. In fact, this is actually
a standard of performance and would deserve a separate
section,

Some of the duties are rather vague, for example ‘keep the shop
area tidy” should have the required standard added.

Some of the duties are very high level, for example *advise
customers on fittings’, while athers are very detailed, for
exampie the reference to equipment associated with payment
which is really part of taking payments and could be omitted.

The occasional duties of stocktaking and training should be put
at the end of the list.

The statement about working with challenging customers under
the working conditions heading could be seen negatively, unless it
is explained in more detail.

Person specification

Good points
Again, this goes into quite a lot of detail.

It covers the main categaries of skills, knowledage, experience,
qualifications and special requirements.

It divides criteria into essential and desirable.

Bad points and improvements
It seems to be asking for someone who is overqualified: is a top
grade maths qualification really necessary for the job?

A lot of skills are listed, and the essential requirement, customer
service skills, needs further explanation, Alse, it is unlikely that a
sales assistant would need to display leadership or even
creativity.

Some of the criteria are questionable, For example, why is a
clean driving licence essential? What is meant by professional
manner and dress — particularly bearing in mind the job is in a
warehouse?

One of the worst aspects is that the specification could be
discriminatory. For example, it is asking for qualifications only
young people will have (GCSES) and it is asking for the person
to be vigorous and strona,
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