3. Creating personal specification and job description

It is important to write effective job descriptions and person specifications. A job specification is a detailed description of the role, including all responsibilities,objectives and requirements A person specification is a profile of your ideal new employee, including skills, experience and personality type. 
Before to place a vacancy job, it is important to spend some time to evaluate exactly what you require from a candidate. Writing a detailed specification forces you to think about what skills and experience is required for this role and type of person you want for the team. 
Specifications also give to candidates a better idea of what you are looking for. You can use the specifications as a checklist for evaluating CVs and in interviews, which will save you preparation time and make sure you don’t miss anything. 
Finding job candidates online is more popular than ever and with the job profile will be easier for the company to find the ideal candidate . 
A job specification should include :
· The job title, the position in the company, including the line manager and any other members of staff reporting to them , avoid internal jargon that may confuse the job seeker ;
· The location of the job ;
· A list of the main duties ;
· Which skills / qualifications are essential for the job, including a list of hard and soft skills ;
· Salary and benefits .
A person specification should include :
· The organisational, communicative skills and abilities you expect from an ideal candidate ;
· Qualifications and educations required for the job ;
· The level of experience needed for the job .
You need to take care over the words and phrases you use . It my be that your perfectly reasonable job description simply reads badly or sets the wrong tone . 
Also, is very important to split the person specification into ,,essential’’ and ,,desirable’’ criteria . ,,Essential’’ criteria are those attributes or qualifications which the candidate must have in order to do the job. 
,,Desirable’’ criteria are not essential to carry out the job , but a candidate who meets these criteria is likely to perform the job better and these can help you choose between good candidates who meets the specifications . 
In addition, it helps ensure consistency of selection decisions by shortlisting or interview panel members and avoids confusion . 
The criteria ,,good communication skills’’ is vague and covers a range of possible skills. 
Any criteria which is essential must be directly related to the job and must be applied equally to all groups of age, sex, race, nationality,religion, beliefs or disability. 
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