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Introduction

I have been asked to prepare a presentation that demonstrates my knowledge and understanding of the recruitment and selection process for a management job role. The methods that is required for the process of recruitment includes:

· CVs
· Application forms

· Job descriptions
· Person specifications
· Selection methods

However, today I will only be discussing the purpose of job descriptions, what it is, why is it important and what should it include.

What is it?

Job descriptions are also known as job specification, job profiles, JD and position description. This is an essential part of the recruitment process for both employer and employees. This is created to provide applicants with an outline of the main duties, working conditions, responsibilities and skills that is required for the role that they’re applying for. 

This can be found on many formats such as paper copies, job seeking websites and any other websites that describes what the specific job is about. Job descriptions are normally created on a job seeking website such as Indeed or reed by the manager. Indeed has at least over 20 million listed jobs for people to search and apply for. 
The main purpose of a job description is to describe what the employer would expect to see from an employee. Another, purpose of this is to provide enough information to help the applicant identify whether the job is suitable for them. Job descriptions are also made to help interviewers prepare questions for the interview process. Lastly, job descriptions are designed to set out targets that the employee would want to achieve while they’re in the job. Once, the applicant has read this they would then be asked to upload a cover letter and a CV that the employer can read through to see if they have the requirements for the job explained.
What should it include?
To design a professional job description the person in charge should ensure that they have positioned the job title and the description properly. They must also ensure that the title and the job description match perfectly. Job descriptions should be precise containing 80 characters or less because this is what would grab the applicant’s attention. 

A job description would include information that an employer would expect to see from an applicant. It would also contain information that could be useful to an applicant.

The key pints that would normally be included in a job description is:

· Job title
· Background of the job

· Purpose of job

· Duties
· Skills

· Education

· Qualifications 

· Salary

· Hours of work

· Location

Why is it important?

A Job description is an essential part of the job application process. This is important to everyone because it helps applicants to determine whether the job is right for them and it helps employers to check if the employee has everything that has been mentioned in the job description.
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