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The purpose of job description within recruitment and selection purposes.

This process is necessary in recruitment. It gives detailed account of what is and what is not expected in a particular job when advertising and when the choosing the right applicant for the job, aligning its duties and responsibility,  making sure the right person applies and identifies with the job, its requirements and applicants capability. Job description also gives the employer an idea of the exact person that they are looking for in employment.

A job description will include;

· Title
· Part-time or full time
· Location
· Duties
· Line of management
· responsibilities

The purpose of a person specification within recruitment and selection purposes.

A person specification. 

This process in the recruitment stage emphases on the most needed things required to perform the task and those needed to be employable in that particular job description. They are termed as the desirable and essential.
An example could be if the employer does not include the following,
·  Skills needed
·  Experiences
·  Knowledgeable 
·  Capability 
The advertised job will attract unnecessary applicants that could lead to repeat advertisement and waste of time and money.

There are two factors to consider when doing a Persons specification as follows
Essential- things that are needed and should be provided before candidates get on the list of those considered for an interview. 
Such things are,
· Right to work, emigration status
· Capability - active, disability, mental status.
· Commitment - can they put in the right amount of work
· Education - corresponds with the job in application.
· Experience - if such is a most in the stated job eg professional roles.


Desirable - this process helps to to make the right selection possible and within the law. It also makes selection easier when most applicants meet essential stage.
· They might not have the qualification but have the experience.
· They might gain the experience or qualification through training schemes or in-house training.
· The job description cannot be changed at this point.

Person specification should be referred to throughout the recruitment procedure which are;
· Advertisement - to get the candidate that fits the job.
· Shortlist - to get the most suitable candidates that best meets the criteria.
· Interviewing - questions should be on point to be certain the candidate meets the needed requirements.
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Title
Head of Housekeeping
Salary/Rate
£8.79/hour + Benefits
Location
Chingford, Greater London,
Posted
10/12/2017 (18:04)
Company
Canford Healthcare
Description – at Heathlands Nursing Home we provide a home from home resident nursing care service for the elderly. We are employing head housekeeper working flexible hours on a weekly basis.

Job Purpose
Must work with staff to provide excellent all round services required.

Job Duties

Housekeeping
Implement infection control standards.
COSHH regulations should be complied to and noted down on file.
There must be a monthly inventory to fix and replace or stock up extras wherever needed.
Head housekeeper must work and report to the line manager at all times to ensure there is a smooth and recorded run of the home and its service Users.


Management 
Make certain all staff work according to the COSHH regulations.
Make sure protective wear is used when on duty and badges and labels are clear and visible.
Complement your staff and implement gratitude perk to maintain a good and healthy and happy working environment
Attendance of staff meeting will build up a good working relationship and trust.
Keep the staff on training programs that will give them more incentive of belonging, responsibility and confidence in role.
Keep to the laws and rules of employment to avoid breach of contract. 
Retain agreed work system to avoid complications when on pro-rota working agreement.


Skills / Requirements / Attributes
1) Previous supervisory experience within a housekeeping department
2) NVQ level 3 supervisor would be beneficial
3) Able to take initiative and make a difference to the quality of the resident’s    environment
4) Strong Communication skills both oral and written
5) Excellent organisational skills and attention to detail

If you would like to join our successful team please select "apply now" and forward us your CV. If you have no prior experience we would also like to receive a cover letter explaining why you wish to pursue a career in the Healthcare sector.

Heathlands Care Home is part of the Canford Healthcare group of homes.






Dear Sir/madam
I would like to apply for the current advertised job in your company as head of housekeeping. (Job Reference
HEAHOHODEC17
Job ID
207036522)
 I at present work as a supervisor at a health care center for the elderly at the Medi - prospect ltd. I do meet the criteria’s in your advertisement and can provide when requested.

In my current role I have ten staff working on a rota basis who report to me on a daily basis.  My daily duties include as follows;

Summary of the role of a home care supervisor
· The role of a Care watch home care supervisor is to support our home care workers in the field, create care plans and risk assessments for new customers, review existing care plans, support customers and their families, and support and train care workers.
· You will be responsible for assigning the most appropriate care workers to our customers. Following the creation of a customer care plan, you will make recommendations to the care coordinator, taking into account any cultural or specific requests made by the customer.
· When you visit someone who is considering the Care watch service, you will need to be able to quickly create a good rapport, reassuring those who are new to receiving home care, and carefully listening to their personal needs.
· You will have a good working knowledge of person-centred care, and be able to create strong working relationships with other care professionals around our customer.
· You may need to assist the care coordinator, deliver care yourself, or take the on-call phone occasionally.

I am looking for a new challenge, new experience and further my career on a higher level.
   I am on two weeks holiday, therefore available for interview.

Kind regards

   Matilda Trye
Tel…… 020897537824
Email… matilda@yahoo,com





Matilda J Trye

                                             Flat 15 Harden Court
                                                        Tamar Street
                                                        Charlton
                                                        London 
                                                        SE7 8DQ


Summary: I have 12 years’ experience in the hospitality industry. Client-focused with 10 years of providing services to clients, in season and when in residence. A very good understanding of 


Housekeeping task entertaining in silver service, making orders for household goods including meals and snacks. Also store keeping, inventory of household, sending and receiving laundry with eye on details. Supervising maintenance work, also in-house workers. I also have retail and admin and telephone experience. I am a team worker and has proven so in my years of experience and responsibility.
Furthermore, I am experienced housekeeper, professional, reliable with strong leadership and relationship building skills. Experience at multi tasking, working under pressure and making sure every aspect of task is covered accordingly. I am capable, takes orders, respectful dependable, dedicated, energetic, hands on, organised and reliable.

EXPERIENCE
2003-2013 Dubai office London - housekeeping Supervisor.

RESPONSIBILITIES

Customer service
Cleaning and maintenance, 
Supervising other workers,
Shopping,
Arranging events for families, 
Making food orders raw and cooked, booking restaurants.
Supervising contractors when clients out of country etc.

EDUCATION

Harford Secondary School for Girls, Moyamba, Sierra Leone GCSE O Levels1980-1985
Graduate school of Management Tottenham London. 1990-1992 
College Of North East London- Administration (Maths, English, Communications, I CT,
Filing) 2002-2003.


EMPLOYMENT DETAILS 
1993-2000 Self - Employed:   
2000-2002 housekeeper:     Gentlemen club Bond Street   
2002-2003 Administrator: Haringey schools admissions
2003-20013 Housekeeper   : Cheval place Knightsbridge   
2013-2017:  Self Employed

References
Provided if required
From your personal experience and applying the STAR model, write a statement for each competency that you have selected (200 – 250 words for each competency


Task 3
Competencies
Team work
Team working
Using the star model involves team work, strength, results also from outside influences the organisation and other teams
I worked as a housekeeper in a very large company, as a team worker I must report to my line manager on a daily basis. I had six others working with me to complete the task on a daily basis. I first of all took time to study my colleagues and know their strength and their weaknesses.  After this I trained them in all the various roles in order to equip them in case of eventuality whereby there is in sufficient staff or when I’m busy on another project they can carry on administrating their knowledge and get the task done, 
In some occasions they have to be moved to another team where they might not have the chance to be trained. The training they got from being in my team will help them support other teams and make work easier instead of bringing the organisation to a standstill by training them over again and not completing the task.
In my personal experience of such occurrence o problem solving was when I worked on a project of my boss getting married, this was not a usual job but because of my ability to work in teams I was able to use the star model to get the task done and solve the problems avoiding everything crushing and being on time. I sent my team to work with other team members and those that were not trained I got my team to work with side by side, not only making it easier but quicker. 
In problem solving
I was also assigned with the foreign workers who were the personal assistance of the clients some do not understand very much English and felt threaten by the organisations workers Because of experience in problem solving I had to explain to them that the staff where their link to what they needed outside the premises and should they not know where things should be or shouldn’t be. I therefore allowed the foreign workers who did not understand our way of doing things by assigning to them what they knew best in their previous job and get them to work with some of my team to put them through any doubt for instance how the cooker gets connected and to be there when the engineers/workers come over to explain and teach them how to get it working should there be any more problems that are easily fixable. 
I also got my manager to help with their managers to sort out their daily workouts to manage the situation in due time and successfully.  







Reference
Produced by: Human Resources Resourcing Team Equality and Diversity Updated January 2015

You may also find information on the Human Resources website: www.essex.ac.uk/hr , the Equality and Diversity website: www.essex.ac.uk/equality, and the Learning and Development website: www.essex.ac.uk/ldev .

https://www1.essex.ac.uk/hr/policies/docs/recruitment-selection-handbook-2016.pdf


https://www.cv-library.co.uk/job/207036522/Head-of-Housekeeping?hlkw=housekeeping-manager

https://www.carewatch.co.uk/home-care-jobs/what-we-look-for/care-supervisor/
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