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The success of an organization is largely dependent upon the performance of its human resources and thus it is imperative that an organization hires employees who possess the requisite skills to perform efficiently and effectively. As a result, it is imperative that the management of firms are aware of the crucial employability skills and that they are familiar with critical aspects of the recruitment and selection process (Dessler, 2015). This report will explore some of these aspects in a critical manner. 

[bookmark: _Toc500103720]Task 1: Purpose of Job Description and Person Specification

One of the main activities involved in a recruitment and selection process is the development of the job description and person specification for the required job role. These two job documents are very important and poorly written one’s could lead to the wrong person being hired (Desimone and Werner, 2012). This in turn will have negative consequences for the organization. The main purpose of the two documents are described below as follows: 

· Job Description: A job description, as the name suggests, describes what the job entails. The main purpose of the job description is to inform the potential candidates about the various activities that they will have to perform in that job (Baukens, 2017). Moreover, the job description communicates the various duties and responsibilities that are associated with the job role and thus that will have to be borne by the incumbent. Furthermore, other relevant information such as the functional design of the job, the line manager of the job, job location, salary range, etc. are usually communicated through the job description. In summary, it can be said that the job description assists the organization in finding the suitable candidate for a job by ensuring proper job-person fit (Finesilver, 2012). This is facilitated by communicating all relevant information to the candidate regarding the job and thereby enabling him/her to make an informed decision. For example, many candidates might opt to not apply for a job after seeing its job description (Baukens, 2017). This saves the time and cost of conducting the interviews and other selection procedures for these candidates. In contrary, a poorly written job description might attract unsuitable candidates for a position and this could ultimately lead to adverse situations like turnover, absenteeism etc. Thus, a job description serves a very important purpose within the recruitment and selection process of a firm (Gravells, 2010). 

· Person Specification: A person specification is a document which lists the background, qualities, traits and characteristics that must be possessed by a candidate to be considered for the job. Moreover, any special requirement in terms of possession of specialized degrees, experience requirements etc. are also contained within the person specification (Rice, 2013). Thus, the main purpose of a person specification is to ensure that all applicants for a job are capable of performing the duties and responsibilities associated with the job. As a result, the person specification is closely related with the Job description (Saunders, 2011). For example, a person specification might require candidates to possess a CFA degree for performing the activities mentioned in the job description of CFO. The person specification forms the foundation of the recruitment process and often the HR employees will use the person specification to judge potential candidates during the screening process. The ultimate objective of the recruitment and selection process is to select the best individuals from the pool of candidates that satisfy the requirements set out in the person specification (Dessler, 2015).

All in All, the job description and person specification are two very vital documents which largely influence the success of the recruitment and selection process. As such, it should be drawn out very carefully after conducting a thorough job analysis. 
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The Curriculum Vitae is a document through which an individual communicates his/her candidature for a particular position. This is the often the document on the basis of which the HR department will make an initial screening. As such, it should be nicely designed and should provide all necessary information regarding the candidate (Solana, 2015). A CV has been prepared below for the specific job role of a “Lecturer” in an university. 
John Sainsbury
House # 3, Barnet, North London – EN4 0NJ
Cell: +07911 145985, Email: John.sainsbury@gmail.com
	
EDUCATIONAL BACKGROUND
Masters in Business Administration (M.B.A) in Finance with a CGPA of 3.95 

2016-2017

School of Business University of Cambridge
Key Subjects: Financial Institutions Management, Introduction to derivatives, Portfolio Management, International Business, Foreign Exchange Management 
Bachelors in Business Administration (B.B.A) in Finance with a CGPA of 3.95

2011-2015

School of Business University of Cambridge
Key Subjects: Financial Management, Corporate Finance, Financial Statement analysis & Valuation, Corporate Finance, Business Communication, Portfolio Analysis 
A Levels
2010
Board: University of London (Edexcel)
Result: All “A” Grades
Key Subjects: Accounting, Economics, Mathematics and Business Studies 
O- Levels
2009
Board: University of London (Edexcel)
Result: All “A” Grades
Key Subjects: Accounting, Economics, Mathematics, English, Commerce, Business Studies, Pure Math, Physics, Chemistry

EXPERIENCE
Teachers Assistant at University of Cambridge
Intern at the Financial Control Unit of Citibank N.A, from February, 2016 to May, 2016







	PROFILE
Aspirational, disciplined and hardworking, I am a fresher seeking to optimize my learning’s on a practical level by contributing to the academic arena. I would love the challenges of working in a dynamic environment that allows me to engage in teaching and research. 


AWARDS

Recipient of Dean’s Merit Award 2015 of the School of Business, University of Cambridge

Recipient of Dean’s Honor Award 2015 of the School of Business, University of Cambridge



ACCOMPLISHMENTS

Successfully published article on “Dividend policy determinants: an empirical study in the LSE”

Obtained 1st Merit Position in the batch for academic performance







	

 





	

























COMPUTER LITERACY


Extensive experience of using Microsoft office applications like MS word, MS power Point, MS outlook etc.

Well capable in basic MS excel applications and with specialized tools like Solver, Trend Analysis, Financial Modeling, Regression Analysis etc. and moderately skilled in Stata application



LANGUAGE PROFICIENCY


Fluent communicator in English

Moderate capability to communicate in French



TRAININGS

Successfully completed training on Research Methodology and statistical analysis from ABC institute


DECLARATION


I do hereby declare that all the information present herewith are completely accurate and representative of me. 
















EXTRACURRICULAR ACTIVITIES
Former Editorial Member, Voice of Business (A student run publication)
Active participant in University Debate Team


PERSONAL INFORMATION

Name: John Sainsbury
Father’s Name: Rick Sainsbury
Mothers Name: Martha Green 
Date Of Birth: 17/12/1992
SSN: TT 06 81 40 C 


REFERENCES






Professor Dr. Samantha Wise
School of Business 
University of Cambridge
Cell: +07911 245135 
Email: Samantha.Wise@gmail.com




Professor Dr. James Coventry
School of Business 
University of Cambridge
Cell: +07911 325612, 
Email: James.Coventry@gmail.com































The above CV is one customized for the specific role of a “Lecturer” in an university. The name and contact details of the candidate is provided in a very conspicuous way at the very top of the CV. This makes the life of the recruiters very easy (Dessler, 2015). Moreover, the CV showcases the academic credentials of the applicant at the very onset and this should incite curiosity amongst the recruiters. The profile section is adorned with action verbs and adjectives that provide an insight regarding the candidates aims. The experience section shows that the candidate has some familiarity with teaching but is not too heavy considering this is an entry level position. The second page includes information regarding the computer literacy, language proficiency, trainings attended etc. of the candidate. The overall layout of the CV is simple and effective (Finesilver, 2012). The two columns ensure that the CV is not more than two pages and this is appropriate for an entry level position. The references all have an academic relation with the candidate and therefore are in a good position to vouch for the candidate’s ability to perform as a teacher. Finally, the declaration section ensures that the recruiters feel confident regarding the authenticity of the information provided by the candidate in the CV. Overall, this CV seems to be an appropriate one for the position of an university lecturer (Solana, 2015). 
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The STAR (situation, task, action & result) model is a behavioral technique used by interviewers to gain insight regarding job candidates so as to assess their future on the job performance. The STAR model is applied below to show how I have demonstrated two key competencies in my life namely Problem solving and time management (Saunders, 2011). 

· Decision Making: This is a key competency that all employers seek. One example where I demonstrated this competency is as follows:

	Situation
	I recently found myself in a challenging situation. Basically, I had to solve a vital case study for one of my courses. The case study required me to conduct a company valuation so as to determine the offering price of its shares.  

	Tasks
	In order to solve this case, I had to perform various tasks. First, I needed to conduct a macro-environmental analysis. Secondly, I needed to do a thorough micro-level analysis of the company. Thirdly, I needed to conduct the firm’s valuation. Finally, I needed to recommend an offer price for the shares. However, the problem arose here as I had to determine which valuation technique to use. There were many options like the DDM method, the relative valuation techniques, the FCFF method and the FCFE method. I needed to be very careful regarding this decision since an inaccurate valuation technique will result in a faulty conclusion and thus I would get poor marks.

	Action
	In order to solve the problem, I took various actions. Firstly, I did a thorough literature review to understand the pros and cons of all the techniques. Secondly, I learned which technique is appropriate when. Thirdly, I applied this knowledge to the case study. For example, I learned that the FCFF method is only applicable for a levered firm. However, the firm in the case study was a fully unlevered firm. Thus, I opted for the FCFE instead of FCFF technique. Moreover, since this was a private limited company going for IPO, the DDM model was not appropriate for it. So, I decided to use the relative valuation techniques. Finally, I took the weighted average value obtained from the FCFE and relative valuation techniques to ascertain the offer price for the IPO.

	Result
	As a result of my actions, I was able to take the correct decision and make a justified recommendation. The teacher agreed with the methodology applied by me to determine the valuation of the firm. Moreover, he said that the offering price recommended by me is a justified one.  All in All, I was able to showcase prudent decision making in the face of a problem. 



· Time Management: Time management is an attribute that is vital not only in the professional life but in all spheres of life. I was able to demonstrate this in the following situation:  

	Situation
	I was a huge procrastinator even a few years back. However, once I found myself in a real tight schedule. I was worrying whether I would be able to fulfill all my commitments in their due times.

	Tasks
	The problem arose because I suddenly had to perform many tasks within a short period of time.  Firstly, I had my exams coming up and thus needed to prepare for it. Moreover, some of my assignments also became due, due to previous time mismanagement. Furthermore, I had a very important family commitment that could not have been rescheduled. 

	Action
	In order to solve the problem, I took various actions. Firstly, I took a deep breath and formed the resolution that I really need to start being more disciplined. Once this realization set in, I knew what I had to do. Secondly, I made a list of all the activities that I need to do along with the expected time that each activity will take. Thirdly, I conducted a priority analysis where I ranked the activities according to their importance to me. Fourthly, I developed a detailed schedule for all my daily activities and hung it in my room. Fifthly, I started following the routine diligently. It was a bit difficult at first as I wasn’t used to a routine. However, as time passed by it became easier and I realized that I had ample time to fulfill all my commitments.

	Result
	As a result of my actions, I was able to manage my time efficiently and effectively. This allowed me to meet all my commitments properly.  
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In conclusion, it can be said that the human resource function of an organization should devote itself to ensuring that any staff it hires, possesses the required skills to perform the job. Thus, it should make use of different evaluation techniques while conducting the recruitment and selection. Moreover, once hired, the employees should be provided with detailed training so as to further improve their employability skills (Desimone and Werner, 2012). 
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