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Recruitment and Selection
Task 1: Recruitment and Selection
This assignment discusses the main aspects of “human Resource Management” processes.  The selection and recruitment process in one of the key aspect of human resource management. Every business requires a separate department for the management of employees. The responsibility of the department is to hire new employees, train them and managing all employees related activities. This function of HRM is the most crucial and time consuming as the managers have to wisely decide on employing the employees (Rees and Rumbles, 2010). The job descriptions provide the details to the potential candidates defining a clear objective of the position. The job description is important as it helps a candidate to decide if he/she is capable of undertaking the duties. The applicants who decides that they cannot perform the duties or they do not meet the criteria may back out themselves which ultimately makes the recruitment and selection easier and efficient. However, a job specification also helps in the selection of the potential candidates who possess the required skills and knowledge. It also helps in measuring the employees’ performances as per the candidate’s educational background. Person specification along with the job description helps an organisations to brief the candidates about the job and the overall requirements of the job in the organisation.
Job Description
A job description is the descriptive summary which clarifies the key responsibilities and duties of the employee. Human Resource emphasize on completing a job description before starting the recruitment and selection process. Preparing a complete job description is the important first step of the selection process. The job descriptions provides the details to the potential candidates defining a clear objectives of the position. The job description is important as it helps a candidate to decide if he/she is capable of undertaking the duties. The applicants who decides that they cannot perform the duties or they do not meet the criteria may back out themselves which ultimately makes the recruitment and selection easier and efficient. A complete and well-organized job description is a valued tool for the organisation to placing the new employees to their jobs and role in their respective departments (Millette and Gagné, 2008). 
A job description classifies the vital and less important tasks which are assigned to the specific position. It briefly identifies the hierarchy and reporting structure, required educational qualification, and working conditions. The human resource department along with the department manager develops and maintains the accurate job description to hire the new employees. 
The job description identifies the duties and responsibilities of the job position. It assists in recognizing the need of training; it helps in measuring employee performances, it serves as a crucial tool for recruitment and selection process, it filters the unqualified candidates and it helps employees to understand their key responsibilities (Park, Lu, and Marion, 2009).
Job Specification
A person specification of a job states the skills, knowledge and abilities of the candidates required by the job position. A job specification covers the aspects like work-experience, education, and management skills which helps in accomplishing the organisational goals. A job specification also helps in the selection of the potential candidates who possess the required skills and knowledge. It also helps in measuring the employees’ performances as per the candidate’s educational background. Person specification along with the job description helps an organisation to brief the candidates about the job and the overall requirements of the job in the organisation. Job specification is the list of required titles, roles, positions, responsibility, experience etc. 
The purpose of the job specification is a detailed description of the job details. Different types of job require a different types of person specifications, skills and knowledge. It highlights the important details of the job according to the types of job. For the employers, job specification defines the guidelines based on which they hire the most suitable candidate for the job (Dane, 2010).
Components of Person Specification
The main components of the job specification include the educational qualification, prior experience, set of skills and knowledge, and personal characteristics and trait of the candidate. A candidate who meet the criteria are most likely to apply for the position. Person specification along with the job description helps an organisation to brief the candidates about the job and the overall requirements of the job in the organisation. The person specification filters the unsuitable applicants to apply for the job position on the basis of these requirements (Manson and Carr, 2011).


Task 2: Curriculum Vitae
Anthony Brown
HR Assistant
PERSONAL SUMMARY
An organized and competent individual who has the ability to work in a team and manage the work under pressure. I have strong communication skills and positive attitude towards work.
CAREER HISTORY
Company Office - XYZ
HR ASSISTANT Jul 20XX – Present
· Responsible for recruitment and induction process
· Provide administrative support to HR department
· Responsible for writing job advertisement
· Manage employees payroll and compensations
HR GENERALIST, 2008 to 2010
· Responsible for the maintenance of policies and procedure
· Recruiting and selecting new employees
· Develop training programs
· Manage workers benefits and payrolls
· Compensation programs
ACADEMIC QUALIFICATIONS
· University of XYZ, 2013 – till now
· BA (Hons) Business Administration from XYZ 2008 - 2013 
· Diploma in Business Studies North XYZ School 2004 - 2008 
PERSONAL SKILLS
· Competitive
· Energetic
· Time management
· Attention to detail

Task 3: Competencies
Decision Making
Decision making skills are essential and required in a people’s everyday lives. While considering the most successful people around us, we often dedicate their success to their decision-making qualities. A decision-making skill enables a person in making better choices. The choice can be for their personal lives as well as for their professional lives. Every individual possess the decision making skills, but only successful people tend to have effective decision making skills. The decision making skills can be learnt as well as improved. 
Everyone makes thousands of choices in their everyday life. Some of them results negatively, while the others turn out to be successful. A person learns and become more productive by making decision. The negative outcome will make a person learn, while the positive outcomes encourage people to continue to work more efficiently.
Moreover, the decision making skills enables us to get information and experience and allows us to make wiser choices according to the circumstances. Decision making process defines the consistent set of stages which leads us towards making the effective decisions according to the situations. It helps us in discovering the new knowledge and experience. 
It is a necessary skill that every individual requires possessing in order to decide about the future independently. Therefore, it is important for people to learn the decision-making skills. Once a person learns from his wrong decisions, he tends to avoid making the same decisions in the future. Therefore, it is said that decision making skill enables a person in making better choices. The choice can be for their personal lives as well as for their professional lives. Every individual possesses the decision-making skills, but only successful people tend to have effective decision making skills (Bruine de Bruin, Parker and Fischhoff, 2007).
Star Model
Situation: Once I went to a well-known organization for the job interview. The job position was offering a lot of incentives and significant experience. I passed the round one of the recruitment interview. Due to examination practices, I had no time for the preparation of the interview.
Task: I was in the final round of the interview, where I was expected to be well-prepared for every related concept that interview can possibly ask. While I was not prepared, but decided to go for the interview anyway. There in the interview session, I was asked about the geographical question, which I didn’t know. 
Action: during the time of an interview, I calmly decide to answer the interviewee that I do not know the answer. At that point, I had to make a decision instead of wasting the time. I apologized and left the room.
Result: Ultimately, I lost the job opportunity. It was a negative outcome, but I used the decision-making skill at right moment (Galbraith, 2011).  
Time Management
Time management competency is the skills of organizing and planning of dividing the time for the tasks. A good time management ability enables a person to work smarter in lesser time, and under pressure. Ineffective time management leads to the failure and stress at work. Time management denotes to the way in which a person organize himself according to the time. It is considered as the most important competency in management. People who possess the time management quality are more productive, efficient, professional, and tend to achieve more opportunities to grow and to achieve goals. However, on the other hand, people who fail to manage their time can face undesirable consequences in their daily lives and their workplace. The most common consequences people face due to ineffective time management are: prone to stress, poor working quality, inefficient work, poor professional conduct, missed targets. However, working towards attaining the competency of time management can have significant benefits to a person in their daily lives as well as in their professional lives (Claessens, Van Eerde, Rutte and Roe, 2007). 
The most essential time management skills that a person possess are: goal setting; prioritizing; self-awareness; self-motivation; focus; decision making; planning; communication skills; questioning and challenging skill; and stress management.
Star Model
Situation: Once in a job interview, I was asked about my competencies which I mentioned in my CV already. The interviewee asked me to share the instance where I used my time management skills. Being a business student, my work experience was not adequate to explain the professional life experience.  
Task: Once in my university course, my group mates and I was asked to conduct the interviews of the random people at the shopping malls and streets. Once the interviews conducted, we were asked to make a report with regards to the analysis of interview results. We were asked to submit the report within a day.
Action: Being a group leader, I planned the activities to be done and divided among the team members. We were five members in a team, so I assigned two members to conduct the interviews, while the other two members started to create a template for the report and put in the course-related information. By doing so, the activities were managed timely. At last, I gathered the interview results and made an electronic analysis of the interview result. And finally, the task was completed and ready to submit by the day end. 
Result: By dividing the task among the group members enabled us to complete the task on time. The report was submitted on time, also the assignment submitted scored a good grade.
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